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PREFACE. 



In compiling this work it is not the object of the 
writer to produce a mass of elegant language, which 
would be unintelligible to youths, and to all persons 
who have not received a liberal education, and as I 
consider it a good principle to say or write no more 
than is necessary to effect any purpose, I hope 
plainness will be excused. 

Many people, readers as well as authors, seem to 
pay more attention to the style of writing, than they 
do to the meaning of what is written, and the extent 
to which the language serves to carry out an author's 
object in writing a work. I must here add, that, 
although I have read but little, I have met with some 
very incomprehensible works (from either the qualily 
or quantity of words used), which in my opinion 
would try the brains of many persons. 

As neither of the styles of writing I refer to will 
answer my purpose, I shall study to put together, 
something that will be intelligible to persons possessing 
minds of a very ordinary nature ; and by confining 
myself to the use of the most simple phrases, with 
attention to brevity, I hope to succeed in making my 
various remarks to be understood at a glance by those 
of a greater capacitjr. TViexe m2c^ \i^ ^\v\3^<i^ ^®\s2s5^ 



IV. PREFACE. 

in comprehending a few of the accounts, in the absence 
of the forms and details, which I couli not pretend to 
supply in all cases, as they are far too numerous. 

The Book is not exactly meant to teach the business, 
but to add to the knowledge of the reader, and to aid 
him in mastering any portions of it that he may be 
connected with; and I think he will have little 
difficulty in applying my remarks in most instances. 
However, my reader, I will endeavour to lay before 
you such information as will assist you to perform the 
duties of your situation in a satisfactory manner; 
and if I succeed, I shall consider myself amply paid 
for my trouble. Should the work fail to gain your 
approval, I am sure you will be inclined to overlook 
any little imperfections that may reveal themselves, 
when I remind you that it is the first I have under- 
taken. 

Railway Clerks usually move about from one 
department to another, and in order to make this book 
generally useful, I will treat of all the different 
branches, giving such infornfSition concerning each, 
as I think will be serviceable. In some cases I may 
think fit to mention two or more Forms of Accounts, 
or Plans, adopted by different Companies, but the 
reader must always observe the system best suited, 
to his o;wn Company's books, &c., which will most 
likely be in accordance with one of the methods T 
shall explain. 
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IV. PREFACE. 

in comprehending a few of the accounts, in the absence 
of the forms and details, which I could not pretend to 
supply in all cases, as they are far too numerous. 

The Book is not exactly meant to teach the business, 
but to add to the knowledge of the reader, and to aid 
him in mastering any portions of it that he may be 
connected with; and I think he will have little 
difficulty in applying my remarks in most instances. 
However, my reader, I will endeavour to lay before 
you such information as will assist you to perform the 
duties of your situation in a satisfactory manner ; 
and if I succeed, I shall consider myself amply paid 
for my trouble. Should the work fail to gain your 
approval, I am sure you will be inclined to overlook 
any little imperfections that may reveal themselves, 
when I remind you that it is the first I have under- 
taken. 

Railway Clerks usually move about from one 
department to another, and in order to make this book 
generally useful, I will treat of all the different 
branches, giving such infornfSition concerning each, 
think will be serviceable. In some cases I may 
it to mention two or more Forms of Accounts, 
adopted by different Companies, but the 
must always observe the system best suited. 
o;wn Company's books, &c., which will most 
be in iifllkiMBe with one of the methods I 




RAILWAY BUSINESS, &c. 



I wiLii commence by offering a few words of 
advice to Clerks, Agents, &c., and if those who 
read my remarks will act up to what they suggest, 
I don't think they will go far astray, or fall much 
short of giving perfect satisfaction to their em- 
ployers and superiors, which I presume all strive 
to do. 

Chief Clerks, Agents, Station Masters, and all 
in authority, individually, I recommend you to 
study and observe strictly the various rules of the 
Company you serve, and such of the Railway 
Ckaring House, and Telegraph Company's regu- 
lations as are made for your guidance ; and also 
take care that all Clerks, Porters, &c., under you 
do the same. Study the interests of your em- 
ployers, by doing your best to increase traffic, 
and in any other way that may suggest itself. 
Be active, sober, and industrious. Endeavour 
to keep yourself on good terms with all you 
have to deal with, especially those merchants 
&c., who support the Company by having their 
goods conveyed over the line; to whom be 
as civil and obliging as possible, but do nothing 
that is likely to prejudice yourself or Company ; 
and be careful not to accept bribes or fees on any 
consideration, for if you do, be sure that some- 
thing is expected by the giver in return ; and 
shomd you Taot do what tlie if ^rt^ «x^^^V^ ^xssosl 
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you, and anything should go wrong, or you should 
happen to offend him, he would most likely be 
the first to report jrou at head quarters, mention- 
ing at the same tune that you received presents, 
and you would probably be dismissed. K you 
refuse all offers of the kind, and decline to show 
one person more favor than another, you may be 
harshly spoken to, but when you are out of the 
way, or have left the situation, the persons you 
seem to have offended most by following the 
course suggested, will speak of you as the best 
man that ever held the situation. I have myself 
proved the truth of these remarks. 

Be economical in the use of stores &c. Do not 
order any new gear or tools, so long as the old 
can be used with safety, but by no means run the 
risk of doing any damage, by being too careful, . 
as a desire to be saving would not &ee you from 
responsibility, in case an accident should occur 
through bad gear. 

K you have any one under you who is willing, 
and desirous of learning, consider it a pleasure to 
assist him in gaining the knowledge sought, and 
be always ready to give any information or instruc- 
tion that he may require; for by so doing you 
serve both yourself and your assistant, you make 
him a good and useful servant, and he does well 
the work allotted to him, or considerably better 
than if you had withheld your instruction. If 
after a man has served you well for a few years, 
*or any length of time, do not endeavour to retain 
him, if he can improve his position by leaving to 
go to some other branch or firm. No doubt 
you wovUd. be sorry to lose a good man, but 
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foregoing remarks, most of which are applicable to 
you also, particularly those concerning fees and 
presents, and you will do well to observe them* 
be obedient to your superiors, and endeavour to 
please them by performing well, or to the best of 
your ability, the duties allotted to you. This is 
the best plan of procuring promotion, and the only 
one, if you have no influential friends. My advice 
is, rise by merit if you can, but if you cannot, 
make use of your friends, if you have any ; for I 
must say that real worth is very often overlooked. 
I will now proceed to treat of the various 
transactions and accounts that are connected with 
the Goods Department. I will then give you 
a similar explanation of the business in the 
Passenger Branch ; which will be followed by a 
description of the duties performed in the General 
and Audit Offices ; and if J have sufficient space, 
I may add, in conclusion, a few brief remarKs on 
the business of a Secretary. 



GOODS DEPARTMENT. 



OUTWAED GOODS, RECEIVING, &c. 

Railway Companies, as common Carriers, are 
bound to receive for conveyance all goods that may 
be offered, except such as are insufficiently packed^ 
or articleB of a highly combustible^ corroBive^ ot 
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initialled hj the receiver, so as to be able to give 
tiie necessary information, if a claim should arise 
from delay, or any other cause. 

When consignment notes say "Carriage Paid," 
or the packages are so addressed, cause the remarks 
to be erased by senders (or strike them out 
yourself) if th^ do not pay at the time of delivery, 
and have not Ledger Accounts. 

All notes should be signed bv senders, or their 
agents, and should give consignees' name and 
address in full. If senders use their own notes, 
when giving receipts make use of the stamp 
'^weight, contents, and inward condition im- 
known," &c. When the Company's consignment 
notes, with printed conditions of carriage are used, 
the stamp is not necessary. When fimiiture and 
other brittle articles are forwarded at the owner's 
risk, and the Company's consignment notes are 
not used, get senders to sign a Ris]^ Note. If they 
refuse and the Company takes tfce risk, it is cus- 
tomary to charge twenty per cent, extra on the 
ordinary rates; but in this and all other cases, 
your Manager's instructions must be acted upon. 

Endeavour to detect any goods that majr be 

Eut into returned wrappers, or packages said to 
e "empties," and caiuse them to be charged 
ordinary rates. 

It is usual to give senders receipts for each 
load, when forwarding large consignments of 
grain, &c. 

Certain portions of the quay or platform are 
generally set aside for the loading of goods for 
different districts, therefore when goods are not 
loaded direct into the wago^s^ ha^e them put^ 
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It is chiefly used to strew on the wagon bottom, 
to keep wrappers, &c., clean. 

Timber, spars, &c., should be well roped, or 
chained and screwed ; and guard-wagons should 
be used when the ends of the timber project too 
far over the wagons. 

Take care not to load wagons too high or too 
wide. A gauge is generally fixed so that all out- 
ward wagons will pass under it, and loads that do 
not clear it should be so altered as to easily clear 
the gauge before they are allowed to be despatched. 
Men have been known to force loads through 
and thereby tear the sheets. The object of this 
care is to prevent serious accidents, and the 
Engineer of the line woidd not aUow loads to be 
forwarded, unless they would easily clear the 
gauge. 

The Loading Clerk should check all goods by 
the consignment notes, as they are put into the 
Wagons. The wagon numbers should be marked 
on the notes, which should then be handed over 
to the Invoice Clerk. 

At large stations a Loader's Wagon Book is 
kept (for reference) at each crane or loading 
berth, in which all wagons loaded should be 
entered, with the destination, number of packages, 
time loaded, and names of loaders. From this 
book the Shipper or Loading Clerk should make 
out the labels, writing the names of stations, with 
the routes in a good bold hand. The labels 
should be weU secured to the wagons, as goods 
are often delayed in transit through loss of wagon- 
labels, and claims arise in consequence ; hence the 
necessity ior great care in securing them. 
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Sheeting and Roping. — ^Rope all loads of 
cotton, wool, and everything else that is not 
secure without. 

Sheet all wagons containing goods liable to 
damage by wet or fire, using the best sheets for 
those goods that are the most liable to be injured 
by wet. Great care should be taken to secure the 
ties, for if they come loose, the sheet may be torn, 
and the goods damaged in consequence. 

Despatching. — ^As soon as wagons are loaded, 
have them turned out of the shed into the siding 
from which they are to be taken by train. Wagons 
are generally roped and sheeted while standing in 
this siding, but if it is not covered in, the sheeting, 
&c., shoidd be done before the wagons leave the 
shed in wet weather. 

See that wagons are Securely coupled before 
they leave the station or siding. 

Invoicing. — ^As soon as goods are loaded, 
invoices should be made out and sent along with 
the wagons if possible ; but this cannot always 
be done, and the most common plan is to despatch 
them by Passenger Trains when ready. Invoices 
should be made out in a good bold hand, and great 
care should be taken to make good figures, as a 
many errors in a Station's accounts arise through 
bad figuring. Care should be taken to use 
mineral invoices for that description of traffic, as 
it is always abstracted separately. (See further 
on.) Re-charges on minerals are often entered 
on Goods Invoices and abstracted ac<i<yt<iMsj^^ 
and the consequence is tkiat iie\\\i^x \)ckfc "^Kss^kc^ 
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nor Goods Traffic is entered correctly in the 
summaries or in the Company's accounts, unless 
the Audit detect and correct the errors. • 

Invoicing is simply copying the particulars 
given in the consignment notes, viz., " Sender/' 
" Consignee," " Residence," " Care of," *^ Number 
of Articles," "Species of Goods," "Maria and 
Numbers" (if not addressed), and "Paid on," to 
which is added the carriage. 

Take particular care to give the foil address of 
Consignee in the column for the purpose, as well 
as the name of the Carrier to whose care the goods 
may be consigned. Be careful to insert the cor- 
rect marks and numbers when packages are not 
addressed, as a many cases of wrong delivery 
arise through a want of correctness iq this respect. 

If your machine-weight does not agree with 
sender's declaration, invoice the former. Be care- 
ful not to neglect entering " Paid ons," as Invoice 
Clerks have generally to pay them when omitted 
if the amounts cannot afterwards be collected. 
Any unusually large paid-ons should be enquired 
into before payment is made or the amounts in- 
voiced ; and never enter 9. paid-on that you thin]s; 
will exceed the value of the goods. 

No goods should be entered " carriage paid " 
unless the sender has a ledger account, or the 
money is actually paid. 

Take care to enter the weight of all special-class 
jgoods in the " Not Carted " column, and all other 
class goods (except minerals) in the " Carted " 
column. Special-class goods, when carried in lots 
of less than two tons, are to be charged first-class 
rates^ or as two tons ; the first-class rate to be 
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charged in each case until the amount equals the 
charge for two tons at the special class rate. Mine- 
rals in lots of less than four tons are to be charged 
special-class rates, or as four tons, on the same 
principle as above. 

When first-class rates are charged on special- 
class traffic, the weight must be inserted in the 
** Carted " column, and abstracted accordingly. 
When minerals are charged special-class, a Goods 
Invoice should be used, and the weight should be 
entered in the "Not Carted" column, and so 
abstracted. 

When invoicing single consignments, the num- 
bers and owners of wagons are entered in the 
space for the purpose at the top of the invoice. 
The column at the left-hand side is used when a 
number of consignments are entered on one invoice,, 
and the goods are forwarded on different wagons.. 

As goods are invoiced, the consignment notes 
are numbered progressively, and the number of 
each note is inserted in the invoice column for the 
purpose. The notes are kept handy for reference^ 
a convenient time, and they are then made up into 
parcels, and put away. 

Correctness in entering the carriage is of the 
utmost importance. The Clearing ELouse Classi- 
fication states the class-rates that are to be charged 
on various descriptions of merchandise, and that 
articles not specified are to be charged as goods 
" heavy " or " light ;" (see Classification) but I 
must say that it would be a difficult matter to 
define these classes of traffic, as the distinction is 
left to the judgment of the parties entering the 
charges, and the opinions of diff^T^TA.\£kKSLSa^^V. 
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agree on this subject. You may hear the ques- 
tion asked, are goods considered light or heavy, 
according to the weight of the consignments, or is 
the size or bulk to be taken into consideration 
together with the weight ? Then in either of these 
cases, to what weight are light goods limited? 
Nobody can say positively. 

If rules were made applicable to these cases, a 
greater degree of accuracy in the charges would be 
insured ; and no doubt there would be a saving of 
time and labour as regards correspondence, over- 
charges, and undercharges. 

The Ready-Reckoner is mostly used for calcu- 
lating the carriage, but an ordinary arithmetician, 
with a little practice, will make his calculations as 
quickly and correctly without it. One objection 
to the Reckoner is, that the details have to be 
picked out of several columns, in doing which, a 
person is apt to take a wrong one, and an under or 
overcharge is the consequence of each mistake. 
It will answer very well as a check. I recommend 
new beginners to prepare for themselves tables of 
the rates per ton, with the cost per hundredweight, 
which they can use until they commit them to 
memory. With the assistance of this, there will 
be little diflSculty in charging carriage. 

Be careful to insert "Paid" and "To Pajr" 
money in the proper columns. When chargmg 
Insurance on goods carried at Company's risk, 
some Clerks include it in the rate, and others 
enter it separately. The latter is the best plan, 
as the charges are more easily checked. 

I believe some Companies consider the mode of 
chargmg smalls unfair, according to cla«»«\fift«ut\oiLj 
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when there are a number of packages, and charge 
the class-rate on each article in a consignment* 
According to the Classification, heavy and light 
goods are sometimes to be charged the same rates ; 
and it often happens when small packages of goods 
accompany large consignments a long distance, 
that the small rates equal or exceed the profits 
on the sale . of the articles. I will say nothing 
of the fairness of the arrangement, but I think 
the matter is worthy of the consideration of those 
in authority. 

Empties are to be pre-paid, except in special 
cases, of which due notice is given. 

Invoices are mostly copied into tissue books, but 
at the L. and N. W. Stations in Liverpool, they 
are copied on to loose tissue paper, which is ruled 
and printed exactly the same as the invoices, so 
that they have no difficulty in distinguishing the 
charges &c. When books are used it is necessary 
for tne Invoice Clerk to insert over the columns 
for the purpose, " N. C." (weight not carted), 
« Paid on," '^Paid," « To pay," "Porters," and 
*^ Posted," as the entries may require, for the 
information of the Abstract Clerks and others. 

It is a conunon plan to number all invoices con- 
secutively. The L. and N. W. mode at Liverpool^ 
is to divide the traffic into districts or sections 1^ 
2, 3, 4, 5, 6, 7, &c., and to number each division 
progressively. The tissue copies being loose, are 
afterwards pasted into skeletons or guard-books in 
number and section order. This plan greatly 
facilitates reference, and is found very handy when 
tracing goods without having reference tA xsc^r 
voices^ (which often lias to Aa^ d^wi^ \sk ^as:^ 
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establishments)^ as the clerk knows which section 
each station belongs to, and has only to look 
through one seventh part of the invoices. A Pro- 
gressive number Book is kept in which is recorded 
the number of the last invoice forwarded of each 
section. 

A common plan at Eoad-side Stations is to 
have a ruled book in which all outward invoices 
are copied by hand. This mode generally answers 
very well where it is adopted, and saves the ex- 
pense of a copying press. 

Debit notes are made out daily, and sent to 
parties having Ledger accounts, for all goods for- 
warded the previous day, which were entered 
^* carriage paid/' 

Checking. — ^It is customary to check each 
morning, the previous day's work, to see that every- 
thing has been correctly entered, by examining 
the consignment notes, and comparing them with 
the tissue copies; and any errors that are dis- 
covered are rectified by correspondence and under 
and over charges. 

If in invoicing the Clerk omits to bring down a 
Paid-on into the total column, it will cause a dif- 
ference between the Paid-on Book and the 
Abstract Book, as the Paid-ons are entered 
eeparately in the former, but the total paid-on 
only of each invoice is entered in the latter. If 
an error of this description is discovered, write at 
once and get the station to which the invoice has 
been sent to insert the total and acknowledge 
that they have done so ; and see that your station 
abstracts the total, and then all is made correct. 



GOODS DEPARTMENT. 15 

Wten errors of this kind are not discovered until 
the month's end, overcharge sheets are made out 
for the amounts, remarking *' Paid on not brought 
down," and by this means the difference between 
the Paid-on and Abstract Books is e^lained, and 
credit is obtained for the amounts. These over- 
charge sheets are passed through the same course 
as orfinary overcharges. (See further on.) 

Ropes. — ^Each station has a number of ropes 
assigned for its own use, and when sent to a sta- 
tion either Local or Foreign, ten shillings per rope 
is entered " Paid on" and " To pay," which amount 
is recharged W receiving station, when the rope is 
returned. Tlie outward paid-ons are passed 
through the Paid-on Book to the Station's credit, 
and by this means ii the inward recharge debits 
are cleared. 

Long and Short Whight. — Goods are often 
bought and sold at what is termed *' long weight," 
or 120 poimds to the hundredweight, but B.a3way 
Companies charge carriage on the short weight, or 
112 poimds to the hundredweight. To convert 
long weight into short (when necessary) add A, 
To make short weight long, deduct A. So that 
14 tons long weight are equal to 15 tons short. 

Sacks. — ^Most extensive Railway Companies 
are in the habit of lending sacks for the convey- 
ance of grain by the line. 

With a good system this might be made a 
lucrative branch of a Company's business; but 
"without a good system, it would prove a source of 
great trouble and loss. 
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Most Companies let the business to contractors, 
who furnish them with sacks on demand ; for the 
loan of which they are paid a half-penny or a penny 
per sack, with an allowance for risk (according to 
circumstances which will be explained presently), 
the contractor taking the responsibility of collect- 
ing the empty sacks. 

The general system is as follows: — A party 
requiring sacks sends the Company an order for 
them, in which is stated the name of the person 
responsible for the hire; the consignee of the grain 
being liable as a rule. On presentation of this 
order the sacks are supplied, the borrower's man 
signing for them in the contractor's receipt book, 
which contains the printed conditions on which 
the sacks are lent. The counterpart of the receipt 
is given to the borrower. 

The rates of hire charged are a halfpenny per 
sack when consigned to local stations, and a 
penny per sack, with ninepence per ton risk (on 
the weight of grain) when consigned to foreign 
stations. From a week to twelve days is tne 
time allowed for the return of the empty sacks 
(according to the contractor's rules), and any 
demurrage that is incurred is generally collected 
by the contractor's agents. 

The Invoice Clerks have instructions to charge 
the hire *^ Paid on and to Pay " on the same 
invoice as the carriage of the grain, and to enter 
the risk aspaid on not extended on a separate 
invoice. The risk is deducted as an allowance by 
Clearing House from the traffic receipts before 
division between the Companies interested. 

After the sacks have been supplied, the bar- 
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rower 8 orders are numbered consecutively, bear- 
ing the same numbers as the receipts in con- 
tractor's book. They are then sent to the Clerk 
in charge of the Sack Department, who copies 
them on to a sheet of foolscap, allowing sufficient 
space to insert the invoice entries as the sacks are 
forwarded, and any that may be returned unused. 

Ketums of sacks forwarded are furnished by 
the station (or stations, when there are several 
in a town like Liverpool,) to the Sack Depart- 
ment, from which the details or invoice references, 
hire, risk, &c., are copied on to the foolscap 
record. All not forwarded or returned must be 
looked after. 

The details should be entered in the ledger to 
the account of the borrower ; on the debtor side 
number of sacks lent ; and on the creditor side 
the number forwarded (or returned unused), with 
reference to invoice and date only, the hire not 
being entered. 

If these were the Company's own sacks, it 
would be necessary to debit in the ledger the 
Station to which they were forwarded, giving 
credit for them when returned. 

The ledger is intended more for Company's 
own sacks than contractors', and it is not necessary 
to keep it for the latter ; but it Would certainly 
look more business-like if the debtor and creditor 
accounts were kept with the borrowers. It is not, 
I think, always used for contractors' sacks. 

The details are copied from the foolscap into 
the Sack Abstract Book, giving all particulars, 
viz., date, reference to invoice, weight, (when 
required), hire, risk, senders, consignees, and 

o 
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stations. This book is made up weekly, and a 
return of the sacks forwarded during the week is 
furnished to the contractor, and copies of the 
same are sent to the Audit Office, who attend to 
the payment of the hire, &c. 

An account should be kept in the ledger with 
the contractor, in which should be taken to debit 
the sacks received from the depot, entering on 
the creditor side the weekly totals of the Sack 
Abstract Book. The balance of sacks should be 
on hand, or out being filled, so that stock-taking 
would be a simple matter. 

When retummg Foreign Sacks they should be 
made up into bundles of 25, and invoiced to the 
depot, entering a paid on, not extended, at the 
rate of sixpence for every 25 sacks. 

These paid-ons should be cleared iby a special 
entry on the Dr. side of the Account Current, as 
the station has no debit for them. 

Returns of these empty sacks pent to foreign 
depots, are generally furnished, to the contractors, 
as well as returns of the full ones received from 
forei^ lines. 

Through Goods from Ireland. — Goods are 
carried at through rates from stations in Ireland 
to stations in England, and invoices are made out 
accordingly. When the goods are brought in from 
the steamers at the English ports to the forward- 
ing Company's Station, they are checked by the 
invoices, and the latter are copied into what is 
called the Through Book, which is the same as a 
Tranship Book. 
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Live Stock. — ^This traffic is sometimes for- 
warded by the Passenger Department, or is passed 
through their books ; but it generally belongs to 
the Goods Department, and I shall therefore treat 
it accordingly when explaining the different ao» 
counts. 

The Cattle Ticket Book is used for booking 
Live Stock. Care should be taken that the tickets 
are properly filled up and signed by senders, when 
the cattle are conveyed at owner's risk, (which 
is generally the case) and when a free ticket 
is issued to a drover in charge of the same, the 
counterpart must be signed by the drover (if the 
whole 01 the conditions are not embodied in one ; 
if they are, one signature is sufficient), which frees 
the CoDOLpany from all responsibility in case of 
accident. 

In addition to the tickets, the wagons should be 
entered on a Cattle Way-Bill, for the Guard of 
the train. 

No less charge is to be made than for half-a- 
load. The charge in England being two-thirds, 
and in Ireland one-half, the charge for a Aill wagon 
load. In England three fat, or five lean cattle^ 
fifteen sheep, nine bacon pigs, tw:elve pork pigs, or 
twelve calves, are considered half-a-wagon load. 
In Ireland four fat, or five lean cattle, fifteen 
9heep or pi^s. 

When liive Stock is conveyed at Company's 
risk, it is customary on some lines to charge twenty 
per cent, extra ; another plan is to charge five per 
cent, on the declared value of the stock ; but you 
will have your Manager's instrucdona t^ «&! >d3^\k. 
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Through Live Stock from Ireland. — ^Tliis 
traffic is entered in a similar manner to goodifi 
Manifests and Cattle Tickets are made out from 
Bending stations in Ireland to destination int 
England, and duplicate Manifests are furnished 
to the terminal Company in Ireland (when several 
participate in the traffic) for their information. 
The rates are so much per head, according to 
distance. 

Kates and Eate Book. — ^No rates are to be 
charged or passed on inward goods, unless you 
have the authority of your Manager for them. If 
you receive an invoice from a station charged at H 
rate you have no sanction for, do not pass it, but 
write for your Manager's instructions, if you cannot 
agree with sending station to alter, or you have 
no rates fixed. 

If you have a quantity of goods to forward to a 
station, and have no rates, you may have one to a 
station near to the destination of the goods ; and 
when such is the case, communicate with your Man- 
ager (by telegraph, if convenient) if sender want* 
a rate, and ask if you may charge the same. Your 
Manager will reply giving his sanction, or instruc- 
ting you how to act ; and if the answer does not 
arrive before the goods are despatched, invoice 
them " particulars to follow ;" and as soon as yoa 
get instructions enter the charges, referring to the 
former invoice, ilf the consignments are smaH^ 
they should be invoiced to the nearest place to 
destination to which you have rates; froi^ 
trhence they would be re-invoiced forward. 
2j^L^te Book should be divided, ^\\nYnsi^ ^ 
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XLUinber of leaves for stations, commencing with 
«ach letter of the Alphabet. When a Eate 
Advice is received from the General Office, the 
particulars should be copied into the book, with 
reference to the advice, which should then be 
signed and returned to where it came from. 

All rates issued are either Special or Classed, 
in accordance with Clearing House Classification, 
imd in the Bate Book columns are provided for 
each class or description. 

Number-taking, and Wagon and Sheet 
Books. — ^It is usual to keep two rough memoran- 
dum books, in one of which the numbers and owners 
of all wagons and sheets are entered in pencil as 
ihey are received, with the time of arrival of 
trains^ and names of stations received from, as per 
'labels. The other is used to keep a similar record 
of air wagons and sheets that depart from a station. 

The time of arrival of inward goods is entered 
on the received invoices, from the Inward Number 
Book. 

The particulars of these books are copied at 
leisure into others written with ink. The Foreign 
wagons and sheets are entered up in separate 
books, daily, headed Monday, 25th, Tuesday, 26th, 
and so on, the form being the same as the returns 
^Furnished to the Clearing House. Each Company's 
etock should be kept together, and returns, copies 
of the entries in these books, should be furnished 
to Clearing House weekly ; a separate return to 
?l)e made for each Company's stock, showing the 
arrivals on the left-hand side, and the departures 
i^n the right. 
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INWARD GOODS, DEMVERINa, &c. 



I wrLL commence with the Invoices, as they 
often come to hand before the goods, and upon 
them depend the delivery, &c. 

As soon as invoices come to hand, the time of 
arrival should be inserted in the space for the pur- 
pose, at the head of each invoice. The rates and 
charges should be checked, and the " To pay" 
amounts extended into the "Porters'" or " Posted" 
columns ; noting at the same time any under or 
overcharges : (see Overcharge Book, &c.) The 
clerk who checks the charges should initial each 
invoice. 

A Progressive Number Book is kept, in which 
all received invoices are recorded. Each entry 
consists of the pro-number, old oc sending-station's 
niunber, and date, with the station from, and date 
on which the invoice is received. 

The advice or carriage notes are then made out, 
and those that refer to goods that are carted out 
by the Company are sent to the cartage depart- 
ment, or to the clerk who attends to the carting. 
Those notes for parties who cart their own goods 
are sent to their places of business. The last 
mentioned are entered on sheets, numbered 1, 
&c., (or any other reference), and the boys who 
deliver them get a signature for each note from 
the consignee, who should insert the time of de- 
livery. 

The references to the note^sheets are inserted 
in the invoices at leisure. 

The deLVery of an advice note is often very 
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semceable in proving delivery of goods ; as well 
as in claim and demurrage cases. Wnen consignees 
live, or have their business premises out of town, 
notes are sent by post, and a book is kept for re- 
cording all notes sent that way, which also answers 
as a stamp account. 

When the invoices are done with they are 
pasted into guard-books in number order, or they 
are tied up in bimdles monthly. The former is 
the best plan, as the invoices are better preserved, 
and may be moire easily referred to. 

Unloading. — It will hardly be necessary for 
me to recommend despatch in unloading and de- 
livering goods, as we all know that it is required. 

Most lai^e Warehouses are divided into sec- 
tions, for the accommodation of diBFerent descrip- 
tions of traflSc, but whether this is the case or not, 
all goods should be sorted as they are unloaded, 
and should be stowed in the most handy way for 
delivery ; keeping separate Goods that are to be 
carted by the Company, Tranships, and Goods 
which are carted by Consignees, or left till called 
for, with any other distinctions that circumstances 
may require. 

Checking. — Goods are generally checked by 
the invoices, as they are landed from the wagons, 
but it is not considered a good plan, as invoices 
do not always come to hand with the goods ; and 
it is impracticable at large stations. The best plan 
is to have a memorandiun book, in which the 
Checker should enter all goods as they are landed 
from the wagons, with the marka «.\v.4 \sMxsiX\^^^^ 
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QT address of each package. From this the De- 
livery Clerk can enter the goods into the Ware- 
house Book, and when the invoices come to hand 
they may be checked by the Warehouse Book. 
Goods delivered form the Yard, can be entered 
from the wagon labels. 

The reference to Warehouse Book is generally 
entered at the foot of the invoices. 

A small book should also b^e used for keep- 
ing a record of all goods not to hand, and of 
damages, goods received imentered, and other 
irregularities, for the information of the Agent, or 
Corresponding Clerk, who has to advise sending 
stations. 

Delivering. — Before delivering goods see 
that the carters produce advice notes, and that 
the carriage is paid, or hold the goods until it is, 
unless the consignees have ledger accoimts, or 
the goods are carted by the Company. 

Be very careful in delivering packages when 
you have only marks and numbers to guide you 
in distinguishing them, as many cases of wrong 
delivery occur with this description of goods. 

Obtain signatures for everything you deliv^, 
for goods taken away by the Company's" carts as 
well as for those which are carted by Consignees. 

Cartage. — Cartage is done by Railway Com- 
panies, Caniers, and Consignees. 

When Companies have carts for the purpose, 
they are supposed to deliver free at the premises 
of Consignees (within a reasonable distance) aH 
goods charged carted rates. 

This service is often performed by Carriers, 
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Forwarding Agents, Merchant?, and others, for 
which the Companies allow them a fixed rate 
per ton. 

A charge is made for all goods carted by the 
Company when the rates do not include cartage, 
the charge being entered '' Paid on " and " To 

{)ay," or " Paid," on forwarded traflSc ; or is col- 
ected from Consignees if received traffic. 

Goods Carted Out by Company. — The 
Cartage Clerk enters up all the carriage notes on 
drheets (similar to those on which the signatures 
are obtained for Advice Notes, see page 22) 
with the carriage, and the charge for cartage 
included, and the notes and sheets are then 
given to the carters, who deliver the goods 
and obtain signatures for them ; at the same time 
they collect the charges, giving receipts for cadb, 
which is paid over to the Cashier each evening. 

The references to Cart Sheets and amoimts 
charged for cartage, are inserted in the Invoice 
columns for the purpose headed "Reference to 
Delivery Book," and " Cartage." 

Goods Delivery Books are sometimes used 
instead of Sheets, but the latter are used by most 
Railway and other Carrying Companies, being 
found to answer better than books. 

Goods Carted by Carriers and others — 
Accounts for Cartage are rendered by these parties 
monthly, and before payment is made they 
should be checked by the invoices. The accounts 
should first be recorded in a book, giving 
each number, and as the \sre\^t^ «x^ ^xasssss^s^ 
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the reference to the account should be marked 
on the invoice, as a ciheck against paying cartage 
twice over. Carriers are not particular whether 
they cart goods or not, if they can get the allow- 
ance, and often manage to get goods into their 
accounts that are carted by merchants and 
others. I have myself proved this, therefore I 
must recommend a good check to be kept, know- 
ing it to be necessary. 

There will be no difficulty in checking cartage 
on received goods, as they are consigned to the 
Carriers or to their care. With regard to the 
forwarded goods, it is necessary to keep a record 
of all brought in by Carriers, as they sometimes 
cart goods, and make use of the Merchant's con- 
signment notes. Or it may be sufficient to keep 
a memorandmn of such as are brought in by 
Carriers, when their own consignment notes are 
not used. 

The remarks as to referencing invoices apply to 
both received and forwarded goods. 

These Accoimts are cleared by special entries 
' in the Balance Sheet, &c., sending vouchers for all 
payments to the Audit Office. 

Tranships. — ^Particular care should be taken 
to weigh and check all tranship goods, and any 
differenceSfin weight should be noted, as well as 
any damage that may be observed ; and sending 
station should be advised of the deficiency or 
damage, and also the station to which the goods 
are consigned (by remark on invoice or memoran- 
dum), as in case of claim the Company or Com- 

panies between the sending and transhipping 

stations should bear the loss. 
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The Throuffh Invoices should be copied into the 
Tranship Book, with the time the goods arrived 
and departed; and the numbers of wagons in 
which tne good^ are forwarded should be written 
on the invoices, with the name of transhipping 
station, and the invoices must be forwarded with 
the goods. The best plan of marking invoices is 
to use a stamp to read as follows: — ^''Transhipped 
at Preston, 10th May, into wagon No. 1171, 
L. & N. W. owner." The date and wagon num- 
l)ers would be written. 

Out-Door Superintendent. — ^It is customary 
at large stations to have an out-door Superinten- 
dent acting under the District Manager, or other 
appointed person. 

1 recommend no imqualified person to aspire to 
this office, or on any account to undertake the 
duties, as it is one of the most responsible and 
trying positions a man can occupy on a Railway ; 
and 1 promise any one that takes upon himself 
the responsibilities of the situation without being 
competent, that he wiU never know the end of his 
troubles. 

The Superintendent performs the out-door 
duties of an Agent, having full charge of the 
working of the station. He appoints the men 
under him certain duties to perform, which if they 
do to his satisfaction they remain, or are in course 
of time recommended for promotion or advance of 
wages ; or if they do not answer, he removes them, 
and appoints others in their places. 

He is often called upon by the representatives 
of Merchants and others, who T^c^ait^ ^i^Rwassssa- 
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dation or advice; or perhaps they have complaints 
to make against some of his men, to which he has 
to listen, and when his men have done wrong it 
becomes necessary for him to offer a smtable 
upology, in order, if possible, to prevent the 
matter going further. The next thing he has to 
do, is to examine the parties at fault, and it often 
becomes necessary for him to reprimand a good 
man, or even have him fined, as an example to 
others, although it may be much against his will. 
The man may not consider himself in fault, and 
the reprimand or fine may sour his temper, and 
make him less attentive than he used to be, and 
the probable result is a loss of a portion, or perhaps 
the whole of his good services. 

The Superintendent has also his Manager to 
please, which he cannot always do, for in large 
establishments sharp and saucy letters are fre- 
quently addressed to the Manager, relative to 
matters over which the Superintendent is supposed 
to have control, although, when the circiunstanoes 
of any case come to be investigated, there may be 
Kttle blame attached to him or his men. Or the 
Manager may think the working expenses too 
heavy. So you will perceive he has to try to 
please his Manager, his men, and the public, which 
all must admit is a difficult task. 

A Superintendent is called upon to explain all 
complaints that may be made of damage to goode, 
through bad loading, sheeting, or any other caxia^ 
frequently being obliged to fine men at fault in 
such cases. 

We will next suppose trade to be brisk. Goods 
MTc coming in faster than they can be disposed of : 
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they run short of wagons and sheets : the goods 
cannot be despatched, and the Superintendent has 
to run and send up and down the Ime looking for 
wagons, &c., and during the interval of the search 
the line becomes blocked up. There are few then 
that can give him any advice, or serve him. In 
consequence of the stoppage the streets are 
fined for hours with carts waiting to b^ dis* 
charged, for which time the owners of the carts 
look for one and sixpence an hour from the 
Merchants the goods belong to for loss of time. 
The Merchants will not forget to write to the 
Manager concerning the delay, or may claim 
compensation, and as I have said before, the 
Superintendent is looked to for an explanation in 
such cases. 

If an accident happens and a man is hurt, he has 
to report it to the Manager, and give the cause of 
the occurrence. Perhaps the man is so badly 
hurt that he has to be sent to the hospital^ where 
he may die. Then the Superintendent is called 
upon to attend the Coroner's inquest, to give some 
explanation; and should it be ascertained during 
the examination that the accident happened 
through a defective system, or bad gear, the Superr 
intendent is liable to be charged with man- 
slaughter ; and his position would then be a very 
imenviable one. 

The person who fills the situation of Superin^ 
tendent,' and has but few accidents and complaints 
to answer for, is worthy of all praise and pecur ^ 
niftry consideratioils he may receive. 

All accidents should be repotted, -^VvaNJasst ^becv 
one he hurt or not. 
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The Superintendent fumishes his Manager 
daily with a Report of the previous day's work, 
and a Eeturn of Tonnage and Expenses. The 
former has reference principally to the supply oi 
wagons and sheets, and also states the number 
of loads forwarded, &c. When the supply of 
wagons and sheets is bad, or short of wnat is 
needed, a quantity of goods are left on hand at 
the close of work in consequence. The number 
of loads left on hand in such cases are also in- 
cluded in the report. 

Tonnage and Expenses Return. — This 
document is printed for the purpose, having 
colmnns for the work done in each Section of the 
Warehouse, and the total of the daily wages paid 
to men employed in them. The amount of wages 
is furnished by the Time-keeper. The weight of 

foods forwarded is supplied by the Up G-oodn 
>epartment, and the weight of goods received by 
the Down Department from a book in which the 
received invoices are copied. The Sections also 
furnish particulars of the work done, and the 
weights given by the departments act as a check 
upon their statements. 

When the particulars are entered, the cost per 
ton, porterage, &c., is calculated, and inserted in 
a column for the purpose ; the usual plan being 
to work out the result to decimals, as follows : — 
Section A 1, 80 tons, wages £2 5s., cost per ton 
•6.75 pence. Statistics are prepared for the 
Manager from this and other documents. Similar ^ 
returns may be furnished by all stations if re- 
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I may here add a few remarks on labour and 
its cost^ which is a most important matter at large 
stations^ and is worthy of very careful considera- 
tion on the part of those in authority. 

A short time back I had the pleasure of hear- 
ing a little conversation between several gentle- 
men concerning the merits of several Superinten- 
dents, when it was stated by a party that one of 
the officials mentioned could get more work out 
of a gang of men in two or three hours than 
another could in half-a-day, and the remark was 
not disputed by any one present 

This statement may not be quite correct, but 
we must all admit that some overlookers can get 
more work done by a number of men than others 
can ; and a Superintendent that is able to work a 
large station so as to save on an average from a 
penny to twopence per ton porterage (which I 
understood was done) as compared with the ex- 
penses of another, must be considered a very 
valuable servant to his Company, for a penny per 
ton on a thousand tons per day, will amoimt to a 
considerable sum in a year. 

These large stations being divided into sections, 
with gangs of men to each, the labour appears to 
be very equally divided, but it often happens at 
certain periods of the day that there is a great 
pressure of up goods, and at the same time there 
May be a slackness in the down department, or 
some section of it ; and when this is the case, some 
of the down men should be sent to assist the 
lip men, and vice versay when there is a pressure 
"01 down goods ; or the men should be sent from. 
<meBection to another to asaiat YiVi«ii\\.Sa^^'«:^^sK^ 
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ent. When this is done, do not keep the men too 
long away from their own branch, for if they have 
to hurry afterwards to get through their own work, 
they will not like to assist others again ; and when 
they are sent to do so it will be against their 
inclination, and consequently their assistance will 
not be very valuable. 

The manner in which men are treated affects 
their work considerably. It is a great mistake to 
expect men to do a deal if they are driven to it lik^ 
a lot of slaves. They may work while their over- 
looker is present, in the act of pressing them, but 
as soon as he is out of sigho they slacken speed. 
Men should be led, and not driven; therefore 
endeavour to persuade them to exert themselves, 
using kind and encouraging language ; and when 
men work well never fail to notice it, but let then^ 
know in some way or other that you value their 
services ; and you may be sure they will work far 
better than if you attempted to drive them, I must 
admit that this treatment will not do for some 
men, but it answers the majority ; and all idle or 
lazy fellows must be looked after. 

Staff Alterations. — The Superintendent 
furnishes his Manager weekly with a statement 
showing the changes that have, taken place, includT 
ing parties resigned or discharged ; also promo- 
tions, aud salaries advanced ; which are noted by 
the plerk who checks the Pay Bills. The Superin- 
tendent is advised by the Manager of all advances, 
and it is necessary to give reference to the advices 
in the. " Statement of Staff Alterations." Simil^ 
returns are furnished, by the otlo^x .^ei|^9kx\xKi<^>v^« 
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Weighing-Machines and Keceipts. — ^The 
Clerk in charge of a machine should see that the 
scale or plate on which the carts stand, is swept 
clean every morning before weighing, and that it 
is clear of the frame. The latter may be ascer- 
tained by working the plate with your foot, and if 
dear it will move freely backwards and forwards. 
If it is not clear, examine the space between the 
machine and the frame, and remove the obstruc- 
tion. When a machine gets out of order, a report 
should be sent immediately to the Manager 
(through the head of the department), who will 
cause it to be repaired. 

The machine should always be balanced as soon 
38 it is swept. 

It is customary to charge for all goods weighed 
for the convenience of the owners. Before a cart 
loads it should be weighed, and the weight or tare, 
with the number of the cart, should be put down 
on a slate. The load js then weighed, and a ticket 
is made out for the carter or owner of the goods, 
which shows the gross weight, tare deducted, 
and nett weight. The charge for this ticket is 
usually threepence, viz : twopence for the load 
and a penny for the tare of the cart. If a cart 
brings several loads during the day, the charge 
for the first load is threepence, and twopence for 
each load after, the one tare being considered suf- 
ficient for the day. 

Carts should be tared once a day, as their 
weight varies according to the state of the weather. 
Suppose a cart stands exposed to a night's rain, 
it will be a deal heavier in the morning ; and if 
the previous day's tare be t^tkexL^ \Jft& \&^eiSiJs*Sa.^ 
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serious loss to the buyer, if the load be market 
goods ; and the loss of a hundred weight, or even 
less of some commodities, would probably equal 
the profit made by retailing the half of the load. 

Coal carts and the like, are not generally tared so 
often, as coal is not so valuable as market goods. 

I must refer clerks connected with Machines, 
to my remarks at the commencement of the book, 
concerning bribes ; for in no position is a clerk 
more liable to be tempted, than when in charge 
of a weighing machine. 

The clerk should make up his book each even- 
ing, and show the total number of loads weighed, 
with the amount collected, on the back of the last 
leaf or coimterpart. The money should then be 
handed over to the Cashier or Agent, who will 
receipt or initial the book. 

The Cashier should keep a book in which to 
enter the daily receipts. If there are several 
machines at a station, separate accoimts should be 
kept (in the same book) for each, heading each 
foho with the number of th6 machine. 

The ticket-books are generally obtained from 
the Cashier, and he shoiJd take charge of them 
when the tickets are all sold. The travelling 
Audit Clerk when going his rounds, should check 
the Cashier's accoimts by the old ticket-books. 

Demurrage. — ^Demurrage is charged on all 
wagons and sheets detained beyond the time 
idlowed by the Company's rules. The charge oil 
local wagons, as well as the period they are allowed 
to stand, is fixed by the Companies themselves. 
Fore^ WBgona are allowed, by Clearing House 
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SegulationSy to remain at a station two clear days 
(Eule 177 of 1864) ; after which the Company de- 
taining them is charged three shillings per wagon 
per day, which has to be collected from the con- 
signees when the wagons are detained for their 
convenience ; which often occurs with not carted 
traffic. Carted traffic should be discharged at 
once into the warehouse and the wagons returned. 

The charge for demurrage dates from the time 
the advice notes are delivered, so that no demur- 
rage can be enforced for the time wagons stand 
before the delivery of the notes. Therefore, it is 
advisable to keep on friendly, terms with the 
.consignees, and endeavour to persuade them to 
have the wagons discharged quickly, when any 
delay has occurred previous to delivering the 
notes ; by which means you may save your Com- 
pany a deal of money. Consignees generally are 
acquainted with the demurrage rules, and may be 
very awkward if they like. 

n an advice note is delivered in the afternoon, 
the period of exemption usually dates from next 
morning. I believe this is. according to law. 

Little or no demurrage need be incurred on 
foreign sheets, except when sent to the works of 
private firms. Foreign sheets should always be 
stripped off the wagons, and returned in time to 
avoid demurrage, if convenient, making use of 
local ones until the wagons are discharged. 
When there is a good supply of sheets this may 
.easily be done, the omy objection being the 
labour, which is inconsiderable. 

Local sheets often lie at stations for day& <v^ 
weeks^ and if they were uEedVa\Jftfe\^«^ «^%^^\.^^ 
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they might be made to earn something; for 
demurrage on the Company's sheets would be clear 
gain, supposing that they were not wanted for 
other purposes ; and by getting the foreign ones 
off early, you insure their arrival at the junctions 
within the time allowed by Clearing House. 

It should be the duty of one of the Porters to 
strip off the sheets, and see to the payment of 
demurrage on wagons and sheets when incurred. 

Do your best to prevent demurrage being 
incurred, for which your Company is responsible, 
by getting clear of all foreign wagons and sheets 
as soon as possible after their arrival. 

Avoid as much as possible sending wagons and 
sheets in a wrong direction, for a vast amount of 
money is paid for demurrage and mileage on stock 
so sent. If it is necessary to make use of foreign 
wagons from a scarcity of local ones, endeavour 
to load as many as you can back to the parent 
(or owner's) fine; for in such cases they are 
exempt from mileage, and also from demurrage, 
unless they are detained on the road. When 
wagons are not loaded through to the parent line, 
let them be sent in that direction, as they will 
most probably reach the parent line sooner than 
if sent in a wrong direction, and demurrage is less 
likely to be incurred. 

Avoid the use of foreign sheets when practi- 
cable, as mileage is charged for all that are used. 

Agents have often permission to make use of 
foreign wagons and sheets when short of local ones; 
hence my reason for making the above remarks. 

Be careful not to send foreign wagons and 
sheets on with loads of less than a ton. M&Qtak*^ 
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care that all wagons (and sheets) re-labelled and 
sent on with a ton or upwards, are included in 
the Clearing House Exemption Returns, or de- 
murrage will be charged. When you receive 
foreign wagons, &c., loaded (in the direction of 
the parent line) to your station, have them un- 
loaded and sent home as early as possible ; and 
by no means exceed the time allowed for dis- 
charging, (one day, rule 193 of 1864,) or demiir- 
rage will be charged. 

An account is kept of demurrage collected from 
Consignees, particidars of which should be sent 
to the Audit OflSoe with the Balance Sheet, in 
which the month's total is taken to debit. 

Warehouse Storage. — Goods are allowed 
to remain free in Railway Warehouses for a while 
(according to instructions), after which a charge 
is made for storage at the rate of about a half- 
penny per week for barrels, sacks, and bags of 
grain, flour, &c., and sixpence per ton per week 
for other descriptions of goods. As lots are 
taken away in parts at different times, it is neces- 
sary when entering them in the Storage Book to 
allow suflScient space for a number of signatures. 

Particulars of the amounts collected for storage 
should be sent to the Audit with the month's 
Balance Sheet, in which the total is taken to 
debit. 
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Ledger. — In this book are entered to the 
accounts of parties who do not pay on delivery 
all debits for the carriage of goods taken from 
the invoices, and other charges, such as demur- 
rage, warehouse rent, &c. (oee further on.) 

No ledger accounts should be opened with 
any party, unless the Agent has his Manager's 
authority. 

As the items are posted, the folio nimibers 
should be inserted in the invoice columns for the 
purpose. 

This book is dividedTike all ledgers, allowing 
a number of leaves for each person's account, ac- 
cording to the extent of their transactions with 
the Company. 

There are usually two columns in a ledger, 
one for " Outward paid" traffic, and the other 
for "Inward to-pay," (there may also be one 
fbr extras, see below,) and when the summary of 
ledger accounts is made up at the month's end, 
the two totals (less extras if not entered separately) 
should agree with the "Posted" items in the 
Monthly Summary Book, which will be mentioned 
further on. 

Extras, or corrections of previous month's ac- 
counts, storage, demurrage, &c., should be entered 
at the foot of each account. Some Companies 
will not admit demurrage into the ledger, as the 
Mtems are often disputed, and the beat ^lan ia to 
collect it before the goods are deAiveied. 
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A list of ledger accounts is sent to the Audit 
each month, the total of which is entered on the 
credit side of the Balance Sheet, as a balance 
carried to the next month's account. 

Parties are supposed to pay their accoimts as 
soon as a reasonaole time has been allowed for 
checking them ; and if an Agent cannot succeed . 
in collecting an account, after naving applied more 
times than usual, he should report the matter to 
his Manager, (who will communicate with the 
party), as it is necessary to report all Bad Debts 
to Cflearing House within two months from the 
date accoimts become due, when several Companies 
are interested in the traffic. 

A book is kept, in which are recorded all de- 
ductions from ledger accounts, and as the items 
are cleared by overcharge, or any other means, 
they should be marked off. The accoimts 
collected should be entered in the Cash Book. 

If you have charge of both Goods and Passen- 
ger Departments, be careful not to ledger any 
debits on Parcels traffic, (as is sometimes done in 
error), for the Audit will instruct you to erase, or 
transfer the Traffic to Goods, by invoice paid-on 
and to-pay, and to pay the cash into the bank. 
All carriage for traffic in the Passenger Depart- 
ment must be paid on delivery. 

It is customary on some small lines to keep the 
ledgers at the Audit (or General) office; the 
particulars, or Rough Ledgers being sent to that 
department weekly to be copied, and they also see 
to the collection of the accounts. The Ledger 
Clerk at the General Office checks the rates and 
calculations, as well as the Stat\OT\.C>\s&&^%^^&ab^ 
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the accounts axe more correct, which is an ad- 
vantage. It is also more convenient for Merchants, 
&c., it they have dealings with other stations, to 
have one account for carriage, instead of three or 
four, and the General OflSce usually include all 
the stations' accounts in one. This plan, which 
is only adapted for small lines, has its advantages, 
which I have mentioned, but it requires an ad- 
ditional clerk, and an extra set of books. 

Porters' Ledger. — (Seespecimen^ppAOyAl.) ^ 
This book is used for keeping an account of all 
debits as per invoices, '' Outward paid " and 
" Inward to pay," the items being entered in the 
columns ^' Out " and '* In." The reference to the 
Porters' Ledger is inserted in the " Folio " column 
of each invoice. 

You will observe there is also a column in 
Porters' Ledger for ^' Outstandings brought for- 
ward " from previous month ; and a Total Debit 
column, of which I will say more presently. 

The items collected are extended into the 
^^ Cash Paid " column ; and the unpaid amounts, 
into Overcharge, Recharge, Ledger or Outstand- 
ing columns. The sum of the three columns, 
"Outstandings brought forward," "Out" and 
"Id," is inserted in the Total Dr. column, which 
(total debit) should agree with the sum of all the 
columns to the right of it. You will observe that 
I have not extended the details into the Total Dr. 
column, but only the sum of the three totals, by 
which plan a deal of labour is saved. 

The Residence, Species, Weight, Rate, and 
I^aid OB, ior which columns are sometimes pro- 
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vided in the Porters' Ledger are, in my opinion^, 
of little or no use. They might be of service in 
making out overcharge sheets for any of the items ; 
but as it is customary to record overchaiges on the 
invoices, the above information could be copied 
from the invoices at the same time. 

This Porters' Ledger is ruled so as to serve 
for an Outstanding Book also, but it may be 
more convenient for reference to keep a separate 
book for outstandings; and when this is done^ 
the last column in the Porters' Ledger" is not 
needed. 

There is only one column for stations, but 
another may be added if considered necessary* 
The stations to which the goods are entered should 
be inserted for " Outward Paid '* items ; and the 
sending stations for "Liward to Pay," so that one 
column is sufficient. 

The " Out " and " In " totals should agree with 
the Porters' amounts in the Monthly Summary 
Book. 

Outstandings Book. — ^The same form answers 
for this as is given for the Porters' Ledger. When 
the items are collected, or cleared by overcharge 
or recharge, they are marked off with reference to- 
Porters' Settling Book, &c. 

A list of the outstandings is sent to the Audit 
with the Balance Sheet. It is generally an exact 
copy of the O.S. Book. 

Goods-on-Hand Book. — ^This is made up at 
the end of each month, and serves as a check upon 
the outstandings ; and for refetenc^, otsl ^smsjqbse^ 
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being made respecting goods undelivered. This 
book is only used at large stations. 

Portebb' Settling Book. — ^This is kept by 
the Agent or Cashier, for the purpose of entering 
up all payments of carriage from parties not having 
ledger accounts. The Outward and Inward cash 
is sometimes kept separate, and also Outstandings. 
No Demurrage or other special charges should l)e 
included with the '^paid" or " to-pay cash. " 

The monthly total should agree with the " Cash 
Paid " in Porters' Ledger. 

The Settling Book is made up each* evening, 
and the cash is handed over to the party appointed 
to receive it. 

Goods Cash Book, — On the Dr. side of this 
book are entered the daily totals of the Porters* 
Settling Book, ledger accounts, and any other 
charges that are collected. On the Cr. side are 
entered the remittances to Cashier, and charges 
paid out, which are entered as paid-ons, on out- 
ward goods. These paid-ons consist of sea-freight, 
carriers' charges for cartage and commission, &c. 

The two sides are cast up at the month^s 
end, and the balance (generally Dr.) is shown 
in the Account Current Book and Balance 
Sheet. Always endeavour to let your cash 
balances be small. 

Cash Kemittance Book. — ^This is used to 
keep a record of Ncash sent to Bank or Cashier. 
It is a counterpart book, and gives the par- 
ticulars oi the cash, with the description of the 
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money, viz., notes, gold, silver, &c. The Remit- 
tance Note is sent with the cash, and is returned, 
signed by the cashier ; and it is then pasted in the 
book in the place from whence it was taken. 

A remittance should be made daily. 

A list of the month's remittances is sent with the 
Balance Sheet to the Audit OflSce ; or the amoimt» 
are entered on the Or. side of Balance Sheet. 

I have traced payments of carriage, &c., through 
the books into the bank, or to the Cashier, on 
what may be termed the ordinary principle ; and 
I will now mention one or two exceptions as 
regards the books. 

The Porters' Ledger is not generally used, 
except at large stations, where it is necessary to 
keep it as a check upon the Porters' Settling^ 
Book. When it is not kept, the outstandings 
have to be picked from the invoices, which is a 
tedious job. The invoices have also to be checked 
by the Porters' Settling Book, and the reference* 
inserted before the outstandings can be arrived at. 
There is very little difference between checking- 
the Settling Book by the ledger, and checking 
the invoices by the Settling Book, but the former 
is the most straightforward plan, and by far the 
handiest, when several Clerks have to work amongst 
the invoices. When the debits are entered in the 
Porters' Ledger, the invoices need not be referred 
to again by the Cash department, except in case 
of error, which is an advantage to Abstract and 
Ledger Clerks, and others. 

Another plan is to convert the Porters' Settling^ 
Book into a Ledger, by entering up all Porters'" 
items, numbering the entriea coi\a^^\3L>ii«^* ^XHsjiSr 
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%ook the Delivery Clerk takes charge of, and a« 
the amounts are collected or cleared, they are 
referenced off with Cash Book folio, &c. You 
will perceive that this is almost the same as the 
Porters' Ledger before mentioned, except that the 
•debits are not pro-niunbered in the former, and 
that the latter does not contain the extensions 
into the " Cash Paid " columns, &c. 

The Cash Book serves the purpose of a Settling 
Book also. Each evening the amounts collected 
are entered in the Cash Book, with their consecu- 
tive numbers; also ledger accounts, &c., collected; 
then a total is made, from which are deducted the 
charges paid on outward goods, and the balance is 
remitted to the Cashier. 

The outstandings are brought forward each 
month, in this description of Porters' Ledger, the 
same as in the ordinary one. 

This plan is a very good one, and answers weD 
at ordinary-sized stations. An Agent, by referring 
to his Cash Book, may see from the debit numbers 
how the Porters' items are being cleared off. 

Paid-on Book. — ^This is used for keeping an 
account of all Outward Paid-ons, showing sender's 
name, destination, date, and reference to invoice. 

Inhere are usually two columns, one for charges 
paid out, and the other for re-charges, which occur 
m different ways. Sometimes carriage is entered 
"to pay,*' and consignee represents that senders 
should pay; and if sending station can collect, they 
agree to accept a debit, and the amount is 
Techarged, or entered " paid on " and " to pay," 
gMngreference to the sending &tatioii'a authority. 
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Other matters of a special nature are often 
cleared in a similar manner. 

Vouchers (receipts) for the amounts paid out 
are sent to the Audit Office, along with the 
Station's Balance Sheet ; and the original letters 
sanctioning recharges (except for Ropes, when it 
is only necessary to remark " Ropes," — see artide 
imder this head) are also sent, together with a list 
of the month's paid-ons. 

It is the duty of the Clerk who keeps this book 
to check the Monthly Charges Accounts of Car- 
riers, Forwarding Agents, and others, who have 
Ledger Accounts with the Company, and therefore 
do not receive paid-ons at the time goods are 
delivered. 

The monthly total of outward paid-ons and 
recharges, as per list, appears as a credit in tibe 
Account Current Book and Balance Sheet sent to 
the Audit Office. 

Overcharge Book, Cancelling Inyoioes, 
ETC. — When an overcharge is discovered on Out- 
wards paid, or Inwards to pay traffic (see Inwaid 
Goods, &c.), it is recorded in the book, numberii^ 
each entry (and sheet), and the other CoiSpanyis 
advised of the discrepancy ; and on receipt of th^ 
acknowledgment an Overcharge Sheet is made 
out, giving reference to the other Company's 
letter. 

The total of the month's overcharges appears as 
a credit in the Account Current, because llie 
invoice totals are taken to debit, but the concct 
charges only are collected ; so that it is the only 
meaas ^Agents have of cleiuing oS thi^ 4aSi^'CK&K>^« 
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Some Companies will not allow Agents credit for 
overcharges until the sheets are certified. (See 
Audit Office.) When this is the rule, the total of 
certified overcharges is deducted from the traffic 
receipts (see Accoimt Current Book) ; and the 
total of uncertified overcharges is entered on the 
credit side of the Balance Sheet, in the same 
manner as Outstandings, in order to effect a 
balance, and is taken to debit in the next month's 
account. 

Other Companies allow credit for all, and if any 
sheets prove incorrect, they then debit the stations* 
The latter plan saves time, as the sheets have not 
to be sent back to the stations when certified. 

A list of the overcharges (with the sheets) is 
sent to the Audit, along with the Accoimt (jui> 
rent or Balance Sheet. 

Undercharges were treated in a similar man- 
ner until recently, the month's total being taken to 
debit in the Balance Sheet. 

Undercharges are now entered by invoice, but 
it is still necessary to keep a record of all that 
may be discovered; and the items are to be 
written off, when invoiced. — See Clearing House 
Eule 82, of 1864. 

When noting other Companies' overcharges, it 
is necessary to mark the references to sheets on 
the invoices, as there may come a second sheet for 
any of the items, in which case the Audit should 
be advised. 

Cancelling Invoices. — ^This is often managed 
during the current month by destroying the 
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invoicesybut this practice often causes inaccuracies 
in the abstracts, as one station may destroy an 
invoice, and the other may overlook it and get 
the entry into their abstract. The best plan of 
cancelling invoices is by overcharge sheet as on 
next page ; remarking ^'erroneous entry/' 

The paid-on would be recharged. 

Never make overcharge of a paid-on, as the 
result would be a lobS to your Company in the 
division, if several companies were interested in 
the traffic ; besides giving the other station credit 
for an amount for which they would have no 
debit. If a paid-on iOs. be re-charged, Clearing 
House would credit your Company with the 
whole amount, and debit the other terminal 
Company. If you made overcharge of it, your 
Company would be credited with the IOs., and 
debited with a mileage proportion of that 
amoimt. Suppose your distance to be 50 miles, 
and another's 25 — ^total 75 miles, your Company's 
proportion would be 6s. 8d., so that instead of 
being credited with IOs., they would in reality 
only receive credit for 3s. 4d. 

n there were any intermediate Companies, they 
would also be debited with a proportion, which 
they would have no right to lose. 

To cancel a paid invoice — suppose the entry to 
be paid-on £1, paid £2, make overcharge of £1 
carriage, and allow the paid-on to stand Cr. in 
the books, as the amount is taken to debit in the 
£2 paid, and it therefore clears itself. 

Corrections of Weight. — ^These are gene- 
rally recorded with overchaxgeE) aiA «x^ \&s^^s^ 
out on simihr sheets. ^ 
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It IS necessary, before issuing these sheets, to 
consider in each case, whether your Company 
would benefit by the transaction or not. If not, 
it is considered the duty of the other Company to 
find the error out and to issue the sheet. 

When goods are entered in the "Carted* 
column instead of the " Not Carted," make out 
a correction sheet, if your Company's mileage is 
the longest ; if the shortest, the other Company 
should attend to it. 

When weight is entered "Not Carted," and 
should be " Carted," issue a sheet, if your Com- 
pany's mileage is the shortest. 

The difference is in the terminals, so that any 
special arrangement as regards terminals must be 
taken into consideration ; but if any sheets are 
made out by mistake, the Audit will detect them. 

Abstract Books. — At Liverpool and other 
large stations, there are generally in use books 
for Local Traffic Forwarded, Local TraflBic 
Received, Foreign Traffic Forwarded, Foreign 
Traffic Received ; besides Coal, and Live Stock 
Abstract Books. At smaller stations two books 
only are necessary, one for All Traffic Received, 
and another for All Traffic Forwarded. At 
stations where the traffic is very light, a single 
Abstract Book, one half printed for Forwarded, 
and the other for Received Traffic would be' 
sufficient. Where the latter plan is adopted there ' 
is one book less for the Station Master to deal 
with, which is an advantage in a small office. 

The books are divided (and indexed the 
same as a ledger), allowing a nxncJ^^^x o\ \<5s»^^^ 
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ias each station : goods, minerals, coal and coke^ 
and live stock being kept apart, if separate books . 
are not used. 

The entries in an Abstract Book are simply the 
totals of the invoices — ^Weight, " Carted," and 
<^Not Carted," "Paid-K)n," "Paid," "To-pay," 
and "Cartage," with the. extensions into the 
Porters', Posted, and Overcharge columns. The 
sum of the latter (extensions) should agree with 
the total of the station's debit "Paid," or "To- 
pay," as the case may be, on each invoice. '^ 

If there are two or more routes to a foreign 
station, it is necessary to abstract the traffic by 
each route separately. 

The items are cast up weekly, and monthly 
totals are also made, and the latter are then carried 
to the Monthly Summary Book, or to the Sum- 
maries furnished to the Audit Office, if a book is 
not used also ; the stations being entered in 
alphabetical order, keeping the local and foreign 
separate. 

Abstracts to Clearing House of foreign traffic^ 
are headed the same as the books, with stations 
and routes ; but show only the Weight, Paid-on, 
Paid, and To-pay items of each invoice. 

An Abstract or Summary of totals of the traffic 
forwarded to, and received from local stations is 
furnished to the Audit weekly, at the foot of 
which is generally given the total number of ton» 
o{ goods and loads of cattle forwarded to, and 
received from foreign stations. 

This and the Monthly Summary are the only 
returns needed for local traffic (on most lines), 
uahes any stations' totals cannot be made to. 
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agree ; in which case the Audit ask for detaik, 
or abstracts of the invoice totals, in order to 
detect the differences. 

Clearing House Inaccuracies — ^These are 
used to rectify errors in the stations' abstracts, &c. 

When Clearing House detect differences, they 
issue Inaccuracy Sheets to the stations, who loot 
into them, and reply according to circumstances. 
Suppose Liverpool and Manchester abstracts to 
differ, Manchester says £5 *^ To-pay." Liverpool 
enters £5 "Paid." If Liverpool proved to be 
correct, the reply to each inaccuracy would be 
^ Liverpool correct," and Clearing House would 
enter the traffic accordingly. 

These inaccuracies pass through the Audit 
Office, and they should be noted and returned to 
that department (the same day as received if 
possible), who will vforward them to Clearing 
House. 

Great care should be taken in examining inac- 
<5uracies before noting them, as Agents often note 
other Company or station correct, when they are 
really in error. For instance, if a station ab- 
stracts an invoice twice over, there is no corres- 
ponding entry for one of the items in the other 
station's abstract, and an inaccuracy is issued 
accordingly. Derby to Bury. Derby says lOs. 
*^ Paid," Bury says *^ Nil." Bury having receivefl 
the invoice, notes "Derby correct," perhaps 
thinking Clearing House may have made some 
mistake. The Audit take a note of this inaccu- 
Tacy, and after a while they communicate wifli 
Clearing House, if the item i^ tjloX. ^\i\.^t^^^«o^^ 
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then turns out to be a double entry. The reply 
^ should have been " Duly returned by Bury, copy 
herewith/' sending a copy of the abstract if con- 
venient, or of the week's entries. 

Again, suppose Boston have no rates to Rother- 
ham, they therefore enter a lot of goods to 
Masboro' " for Rotherham," £2 " Paid." Clear- 
ing House enter the traffic in their settlements 
Boston and Masboro' ; and by some means or 
other the item is abstracted by Rotherham also, 
and after a while an inaccuracy arrives for the 
latter entry, which Boston notes, and perhaps 
neglects to add *^ returned by us as Masboro' for 
Rotherham," consequently Clearing House enter 
the amount twice over. Clearing House are more 
often in fault than the stations, in cases of this 
description ; for if they get an inaccuracy noted 
they pay little attention to any additional remarks 
the agent may make. I merely mention the 
latter case so that agents may do their best to 

Erevent the second entries, for otherwise the items 
ave to be cleared by overcharge, which of course 
causes a great deal more work for all concerned. 

Next we will suppose a supplementary abstract 
for traffic, Manchester to Bristol, to be forwarded 
to Clearing House to-day, and perhaps before it 
has reached London an inaccuracy arrives — 
Bristol says, " Nil." Manchester says, " 1 Ton 
Carted, To Pay £1 5s." To this Bristol reply, 
" Manchester correct," and neglect to add, *^ sup- 
plementary abstract sent yesterday," or whenever 
it was sent ; consequently Clearing House enter 
the supplementary abstract and the inaccuracy 
also, and Bristol discovers the error when debitedl 
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with the amount. Such errors as I have men- 
tioned are of frequent occurrence, and th6 Audit 
have often a deal of trouble to get Clearing House 
to rectify them ; therefore you will see the neces- 
sity of being careful in noting inaccuracies. 

Endeavour to frame your replies in such a 
manner that only one meaning may be taken 
from them ; for when a remark is not very pointed 
Clearing House are apt to take a wrong meaning 
from it. 

Monthly Summary Book. — ^This generally 
contains the Local and Foreign, Inward and 
Outward Weight, with amounts "Paid-on," 
"Paid," "To-pay," "Porters," "Posted," "Over- 
charges," and " Cartage ; " (see Abstract Books), 
all 01 which are usually included in the summaries 
'sent to the Audit, except the Porters' and Posted 
amounts. The latter items will act as a check 
upon the Monthly Credit, and Porters' Ledger 
totals, " Out" and "In." , The debits and credits 
are passed into the account-current. 

Account-Current Book. — ^This book shows 
under different heads all the station's debits and 
credits for the month, taken from the various 
summaries and lists before-mentioned. 

Most companies keep separate the debits and 
credits on Goods, Minerals, and Live Stock, both 
local and foreign. 

In the accoimt-currents of some companies the 
credits (Paid-ons and Overcharges), are deducted 
from the debits (Outward Paid, and Inward To- 
pay items), and the balances are entered to the 
station's debit. 
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Others enter the gross debits and credits sepa^ 
lately, but however these statements may be made 
up they all serve the one purpose. 

At the foot of the statement of debits and 
credits the balance sheet generally appears, in 
form similar to that given further on, supposing 
that the nett debits, &c., are dealt with. 

When all the items are entered, they are cast 
up, and the balance is carried to the next month's 
account, and a copy is sent to the Audit Office. 

Before you make up the account-current or 
balance sheet, it is necessary to ascertain if the 
items will balance. If the ledger and Porters* 
ledger are kept on the principle I have mentioned, 
and their totals are made to agree with the sum- 
mary book, any errors that may prevent a balance 
will be found in the additions, or details of some 
of the minor accounts, which are easily checked. 

To ascertain if your accounts balance, enter on 
a sheet of foolscap on the Dr. side, Balance from 
last month's Account, Current month's totals, 
*^ Outward Paid," " Inward to Pay," *' Cartage" 
and all other Receipts. On the Cr. side. Month's 
totals of *^ Remittances," " Outward Paid-ons," 
*^ Overcharges," *' Special Credits," '* Outstand- 
ing Balances," of Ledger and Porters' accoimts 
(as per lists), and ^' Balance of Cash Book." Cast 
up both sides, and if they agree your accounts are 
correct. If they do not balance, check the 
additions of your cash, cartage, and other receipts, 
and the debits and credits by the summaries, &c., 
and you may soon detect the errors. The 
balancing may be done in the book with pencil, 
but this 18 the neatest mode, as you may avoid all 
rubbing or scratching out. 











ACCOUNTS 












,c 


d 








: 


: 




} \ 


o 


p 














„ 1 










o « 






^ 


r- 
















o 


3 


^ 








55 








6 


■Ti 




^ 


I 


^ 


: : : la 


^ 




I 


3- 


^-^ 




t 


■r-i. w 








- i 




T" 






< 












(t 


l = = 








1 


1 


a 


4 








i 




1 1^ 


t 


1 


1 

S 






= E 


' E 


= < |. s 
^'5 


< . 




? 


^ = = 


£ 


- r 


Z T 


; " 


r 






g 


^ : : 














: j 


o 


+ 














«. «a 


9 


















o 


















<j 


■H g S 














s s 


a 


»^ f 
















ti : i i ■ i ■ E 


1J 


g 


^ 


, 


^ 


4 


o 








O 


J : ; 








M 










<j 




















(J : : 


« 


O IQ 


p^ 












9} 






H 1- 














Q 






















s |i 






^ 












O 


1 1: 




1 




[ 








t^ 


•1 4 

1 |1 


I 


1 ^ 

1 1 


|l 


} 








qI 


5 ' 


r 


c 


t - 












Ti 



57 



58 



RAILWAY BUSINESS. 



If the Porters' Ledger, &c., are not kept as 
mentioned, check the additions of the different 
accounts, of which the balance sheet is composed; 
then check the previous month's outstandings by 
your Cash Books ; next the current outstandings 
and payments ; and so on with the remainder of 
the details, imtil the errors are detected. 

Paid-ons for ropes sent to other stations and 
not recharged, will prevent a balance, there being 
a credit and no corresponding debit. 

These items, when there are any, are deducted 
at the foot of the balance sheet from the out- 
standings, which causes a balance, but does not 
really affect the outstandings as they are collected 
or cleared in course of time. The credit obtained 
by reducing the outstandings is cleared by the 
recharges for the returned ropes being subse- 
quently taken to debit. 

When the gross amounts are passed into the 
balance sheet, the debits and credits on traffic 
appear as follows : — 



Dr. £ 

To Goods ^'Forwarded 

Paid" 

„ Minerals do..,.,. 
„ Live Stock do..., 
„ Goods '^ H^ceiyeil 

to Pay" 

„ Mineral^ do. ... 
f, Live Stock, do . 



Cr. £ 

By Paid-ons aa per List 
and Voufhprs 
herewith ...... 

Overcharges && per 
List 



B. d 



The remainder of the entries are alike in both 
Jdnds of balance sheets. 
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Some Companies have an " Appendix to 
Account Current," in which are entered inaccu- 
racies or omissions that are discovered by the 
Agent, Clearing House, or Audit, after the 
Abstracts and Summaries have been sent in. 
It is provided with columns for the debits and 
credits on the different descriptions of traffic, and 
the totals of these columns are included in the 
Statement of Debits and Credits at the head of 
the Account Current, and the original totals of 
Abstracts are allowed to stand. Spaces are also 
provided for the "Particulars" (nature of the 
errors), " Date and No. of Invoice," and " Refer- 
ence to Inaccuracy or other authority." 

If the Appendix is not used, these matters have 
to be settled by correspondence, the original 
figures in Abstracts, &c., being altered by the 
Audit. The Appendix is certainly very useful^ 
as it gives the details of all corrections on one 
sheet iiistead of a number, and it renders the 
alteration of figures unnecessary. 

Returns to be Furnished to the Audit 
OR General Office. — ^Weekly Abstract, or 
Summary of Local Goods, &c., Traffic, with 
Foreign Tonnage, Forwarded and Received. 
Monthly Abstracts (if used) of Local Goods, 
Mineral, and Live Stock Traffic, Forwarded and 
Received. Monthly Summaries of Local and 
Foreign Goods, Mineral, and Live Stock Traffic, 
Forwarded and Received. Account Current, 
Ledger List, List of Porters' Outstandings, List 
of Overcharges, with Sheets for same. 

Station's Pay Bill, weekly or fortnightly * E^^t^ 
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of Goods found on the Line, on the same day as 
any are picked up. For Clearing House. 
Weekly returns of Foreign Wagons and Sheets, 
Received and Forwarded. Eetum of Foreign 
Wagons Received, containing less than a ton ; 
and Sheets covering the same. 

The Goods week ends on Saturday. When 
part of a week is in one month and the remainder 
in another, separate returns are furnished for the 
odd days to complete the month ; and for the odd 
days up to the first Saturday in the next month, 
headed thus : — 2 Days ending 31st January, and 
4 Days ending 4th February. Return of Ex^ap- 
tion from Demurrage on Foreign Wagons and 
Sheets, according to instructions. 

Monthly Abstracts of Foreign Goods, Mineral, 
and Live Stock Traffic, Forwarded and Received. 

Ihave only mentioned the Ordinary Returns, but 
there may be others required of a special nature. 

I have referred to most of the returns before, 
and my only reason for collecting them here is, 
that the Clerks or Agents may tell more readily 
what are required. 



CORRESPONDENCE. 



CoERESPONDENCE. — ^This branch of the business 
demands more care and attention than any other, 
and in all the establishments I have been con- 
nected with the correspondence appeared to be the 
Srst care of those in authority. 
-^ good business man may \ie \aioN^xi Vj \}ftft 
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style of his correspondence^ and the attention he 
pays to it. 

When writing a letter, make it a rule never to 
say more than is necessary to explain your views^ 
for a letter to be easily understood should be 
concise. 

When writing to persons with whom you are- 
not acquainted, or to your Manager or any one in 
authority, you should commence with "Gentle- 
men " or " Sir," and in conclusion, style yourself 
" Your obedient servant.'* 

Letters passing between Managers and others, 
whose positions are more equal, conamence "Dear 
Sir," and close " Yours truly." The latter is the 
most common mode of addressing business letters. . 

If a letter is received from a person, and an 
enquiry is necessary before a reply can be given, 

write at once something like the following: 

" I beg to acknowledge the receipt of your favour 
" of the 10th instant, the subject of which we will 
" investigate, and will reply as early as possible." 
Or any other more suitable answer. Something 
more brief will do for Memorandum correspon- 
dence between stations. If you have no printed 
forms for the purpose, say — " We will investigate, . 
and reply early." 

Always head your letters with the subject, and 
pve reference to correspondence, if you are writing 
in reply to a communication. 

If at a station, and you receive a quantity of 
goods in a damaged state, write sending station, 
advising them of the damage, giving wagon num- 
ber, reference to invoice, &c., and ask them to 
note in case of claim. It is neceaaax^ \.o ^otsssssssss\^ 
cate with the transhipping ^taVvoxL li ^^ ^^3^ 
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did not arrive on a through wagon, and you were 
not advised by that station of the damage, in 
<Mxier to ascertain the condition^of the goods when 
transhipped. (See Article on Tranships.) 

When you receive a similar Memorandmn from 
a station, reply — " Hence in good order. We 
note " — ^unless the contrary was the case. 

Mark on the invoices the date and reference to 
each Memorandum that is received respecting 
damage, &c., to goods, so that the correspondence 
may be easily collected in case of claim. 

Brief Memorandimis should be written advising 
sending stations when goods are not to hand, or 
when goods come to hand without invoices. When 
goods are missing, the sending or transhipping 
station should issue circulars to the intermediate 
stations. (See Clearing House Rules, 88 and 89 
of 1864.) 

A sender may complain of the non-delivery of 
goods to consignee. In such cases write to 
destination, asking for proof of delivery, and on 
receipt of their reply, communicate the result to 
sender. 

When goods are refused by consignee, advise 
sending station at once, who should write immedi- 
ately to sender for instructions as to the disposal 
of the goods. 

It is usual when answering Memorandums to 
number the replies consecutively as they are 
written, and the reference to the reply is marked 
on each inquiry, or inward Memorandum. A 
small book is kept at large stations, in which is 
recorded the number of the last Memorandum of a 
batch written^ m order to know what number to 
commence the next lot with. 
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The replies are copied by a boy on to loose 
tissue paper, who afterwards pastes the copies 
into a Skeleton or Guard Book, opposite to the 
Memorandums to which they refer. Outward 
correspondence is kept in a si^iilar manner, the 
replies when received being pasted opposite the 
tissue copies. 

There is an index to the Guard Book, which 
shows the niunber and subject of each communi- 
cation, the stations being kept in alphabetical 
order (as per index), so that letters may be easily 
traced. 

At smaller stations where the ordinary Letter 
Copying Books are used for Memorandums, it is a 
good plan to have a cupboard fitted with divisions 
to keep the received correspondence in ; using 
separate boxes for the stations you have most 
communications from ; having also a square or 
box set aside for miscellaneous stations. When 
a Memorandum is answered, the number of the ' 
reply should be marked upon it, and it should 
then be put into its place in the cupboard. Replies 
to your own enquiries should be dealt with in 
a similar manner. 

The old correspondence should be cleared out 
when necessary, and should be tied up in parcels, 
labelled, and put away. 

When replies are not received within a reason- 
able time, the Letters or Memorandums should be 
repeated. 

Letter Registers. — ^These are not required 
except at General OflSces or large Stations. The 
plan of registering is as io\io\^a\ — K>Jl\^\K«c^ 
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received are numbered consecutively and recorded 
in a book provided for the purpose. They are 
marked oS when answered, and are then put away 
in bundles, or else pasted into Guard Books. 

All letters f orwfu-ded are recorded in a similar 
manner, and when replies are received, they are 
referenced off. 

Indexes are also kept in alphabetical order, so 
that correspondence may be readily found. 

The register numbers should always be put on 
the replies to inward letters, in addition to the 
outward or copying book reference, so that when 
another letter arrives on the same subject, the 
former correspondence may be easily traced, if 
necessary. 

Claims. — ^When claims are presented for dam* 
age or delay to goods, the Agents generally 
investigate them, enquiring into the facts of eacn 
case, with the cause of the damage, <S;c. ; and 
finally, before forwarding them to thfe Manager^ 
they take into consideration the justness of 
the claims, and if any are unreasonable^ the Agents 
make known their views to the claimants, and do 
their best to effect reductions, or to have them 
withdrawn altogether. 

I presume Agents always do their best f 6r their 
Companies in these cases, and they are the most 
likdy parties to judge of the extent of any loss 
that may arise from damage, &c., as they are 
perhaps the only persons who see the goods, and 
having a deal of intercourse with tradesmen and 
others^ they generally possessavery good knowledge 
o/ the value oi merchandise, state of markets, and 
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« 

the effects of the latter on the sale of goods ; and I 
believe sharp Agents may, and do save their 
Companies a deal of money, by their skill in 
managing these cases. However, the settlement 
of claims rests with the Managers, but the Agents' 
remarks always have their weight. 

As soon as Agents have satisfied themselves on 
the above-mentioned points, they make out reports 
on forms which most Companies have for the pur- 
pose, giving the various particulars required by 
the form — ^at the foot of which they insert their 
remarks or suggestions, reporting any negligence 
on the part of their men, with cases of bad loading, 
sheeting, &c. These reports, with copies of the 
invoices, and correspondence, that may have taken 
place (see Correspondence, page 60), are then foiv 
warded to the Manager^s Office, from whence 
instructions for the claims to be paid, or to decline 
payment, are issued. 
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The work in this branch is simple and straight- 
forward, therefore it may soon be explained, which 
18 fortunate, as I shall have no room to spare. 

The Outward portion of the traffic is generally 
cleared off by each train, and the Inward is never 
loi^ on hand. 

There is more writing to do than anything else. 

The traffic dealt with by the Passenger Der- 
partment consists of PaBaeugeta^ /?«£^^^ ^s^^ 



66 RAILWAY BUSINESS. 

Excess Luggage; Fish, Game, and Mwket 
Goods; Horses, Carriages, and Dogs; News- 
papers, &c. 

Almost everbody knows what Passengers' 
tickets are, with their use, so I will proceed at 
once to explain the nature of the forms, &c., con- 
nected with the booking of passengers, and the 
other descriptions of traffic ; presuming that all 
necessary information concerning the trains and 
working arrangements will be found in the 
Companies' Exile Books. 

Rate Book or List. — ^This contains the Local 
Fares for Passengers, Horses, Carriages, dud 
Dogs; and Rates for Parcels, Fish, &c. Also, the 
Foreign or Through Fares and Rates ; with the 
Clearing House proportions of Passenger Fares, 
which I will refer to again a little further on. 

Passenger Classification, or Ticket Issue 
Book, Tickets, &c. — ^The Ticket Issue Book is 
used for recording the tickets sold or issued to 
passengers, with excess fares collected, and is 
made up daily. It contains columns for the 
commencing and closing numbers of tickets to all 
the different stations to which passengers can be 
booked. Local stations are entered (printed) 
first, and Foreign afterwards. There are columns 
for the receipts on each description or class of 
tickets sold (single or return), with a total colunm, . 
into which the sum of each station's traffic is 
extended. 

When the book is made up each evening, the 
closing Dumbers of tickets ate earned iorward 
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ready for next day, and the cash is entered up in 
the Revenue Book (if used), which I will mention 
further on. 

All tickets are dated as they are issued ; the 
date being* stamped on the face of the left-hand 
end of single tickets, and on the back of both ends 
of return tickets. 

Some Companies have tickets printed for chil- 
dren ; others have not, and use the ordinary ones 
with pieces cut off them for the purpose, which 
sell at half-price. I need not say anything about 
having a uniform mode of cutting half -tickets, as 
I believe most Companies now have their tickets 
stamped or printed so as to ensure this, and as a 
check upon the value of half-tickets. The general 
plan is to have the name of the stations to which 
the tickets are issued printed in small type at the 
upper left-hand comer of single tickets, and at the 
bottom of return tickets ; so that a triangular piece 
cut out of one of the latter consists of a portion of 
each half, and has on it the name of the station* 
The left-hand comers are cut off single tickets. 
The halves or pieces are to be dated and numbered 
the same as the tickets they are cut off, and 
must be sent to the Audit Office, with the Passen- 
ger Summary, or credit will not be allowed for 
them. 

When tickets are by any means non-issued, it is 
necessary that they should also be sent to the 
Audit for the same reason. 

Day Return Tickets are not to be issued by 
a train to any station, unless there will be a train 
from that station to bring the passengers \i^i5k^ ^s^ 
the same day, if no aiTaagemfcT^\, \,o ^^ ^^^:&jc«r\ 
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exists. Tickets issued on Saturday or Sunday 
are sometimes available for return on Monday. 

Excess Fares should be collected from pas- 
sengers who travel beyond stations to which they 
hold tickets ; also, when found travelling without 
tickets, or in superior-class carriages to those for 
which they hold tickets. 

AcconKng to most Companies' rules, when 
passengers are found travelUng without tickets, 
they may be made to pay for the whole distance 
from the stations the trains start from, to those at 
which they alight. 

An Excess Fare Book is used for keeping an 
account of all amounts collected from passengers 
for excess in distance, and differences in class, &C.9 
with an explanation of the circumstances under 
which the amounts are collected. Eetunys, being 
copies of the entries in this book, are generally 
sent to the Audit OflSce weekly. 

Excess is also included in the various returns 
and smnmaries, and in the Ticket Issue Book. 

Season Tickets. — ^These are issued from the 
General Office, from whence instructions are also 
given for the receipts to be passed through the 
hooks, &c. They are entered in the Ticket Issue 
Book, and the various Smnmaries and Returns of 
Passenger Traffic; credit being taken specially 
for the amounts in accordance with instructions. 

Horse, Carriage, and Dog Ticket Book. 

This is used for booking these descriptions of 

tra£Sc. The counterpart must be Bigned on behalf 
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of senders when the horses, &c., are conveyed 
at owner's risk, which frees the Company from 
responsibility in case of accident to the animals. 

When horses, &c., are conveyed at Company's 
risk, an additional per centage is charged on the 
ordinary rates, or on the declared value, according 
to your Manager's instructions. 

In addition to the tickets, Way-bills must be 
made out for horses, &c., the form being similar 
to that of a Parcel Way-bill, which I will mention 
presently. 

Corpses are entered in the books and returns, 
along with horse, carriage, and dog traffic. 

Parcels Forwarded. — Way-bills, which 
answer the same purpose as invoices for goods, 
are made out and sent along with aU pai;cels, fish, 
&c., forwarded. They show the description, 
name of consignee, and destination; with the 
charges "Paid-on," "Paid," or ^* To-pay," as the 
case may be. 

In addition to Way-bills, some Companies make 
use of Parcel Labels, which is a very good plan, 
as they are ffummed to the parcels, and state 
whether the carriage is Paid or To-pay, with the 
amount; so that receiving-stations may deliver 
parcels at once when they come to hand without 
the way-bills. 

Forwarded Abstract Book. — All outward 
way-bills for parcels, &c., are copied into this 
book, the bills being numbered at the same time. 

Some companies enter each station's parcels, 
&c., separately (same as a Goods Ab^fcc^^x."^^^!^^^ 
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and number consecutively the Way-bills to each 
station. 

Others record all bills as they are forwarded, 
without keeping separate accounts of each sta- 
tion's traflSc, and use only one progressive number 
for all stations. The latter plan may answer at 
small stations, where the traffic is light, but it 
woidd not do for large stations, as it is very 
awkward to have to pick out the entries for the 
different stations' abstracts. The former mode is 
by far the best 'for checking abstracts, as missing 
bills or entries may be detected at once by the 
numbers when items are disputed, and it answers 
much better for reference. 

Excess Luggage. — A certain weight of lug- 
gage is carried free for each passenger, according 
to class (see Manager's instructions) ; and anything 
above that weight must be paid for at sending 
station, so that it is necessary to weigh all pas- 
senger's luggage that appears to be over weight. 

Amounts collected for Excess Luggage should 
be entered on Parcel Way-bills (and abstracted 
accordingly), in order that they may pass through 
the station's books, same as other traffic ; and also 
that receiving stations may know that excess has 
been paid, should the ticket be lost. A receipt 
for money paid is usually given to each passenger, 
on what is termed an Excess Luggage Ticket, 
which is given up at the destination. 

Excess Luggage is sometimes overlooked at 
sending station, in which case the charge is col- 
lected at the receiving station, and the amount is 
entered to sending station " Paid," with a remark 
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at the foot of Way-bill — " Passenger fronu 



Station," in order that the stations' accounts may 
balance. 

Booking. — At large stations, such as Birming- 
ham, Manchester, &c., twopence is paid by senders 
for each parcel booked ; or the amount is entered 
" Paid On " and " To Pay," in addition to the 
carriage. The amounts charged are entered in the 
summary of Parcel Traffic, in a column for tlie 
purpose, and are also entered in the Revenue 
Book, and taken to debit in the Balance Sheet. 

Fish, &c. — ^Fish is generally entered on sepa- 
rate Way-bills (some companies have them 
printed for the purpose), the rates being about 
one shilling per hundredweight and upwards, 
according to distance. 

Game and Market Goods, in quantities of not 
less than two hundredweights, are entered on 
Fish Way-bills, and abstracted accordingly. 

Parcels Received. — ^These should be checked 
by the Way-bills on arrival, and when parcels 
come to hand without bills, the latter must be 
written for at on6e. When bills come to hand 
without the parcels, the sending station should be 
advised, with a view to tracing the missing parcels. 

The Guards should be able to give some expla- 
nation in these cases, as they are supposed to 
check all parcels by the Way-bills at the junc- 
tions or forwarding stations. When parcels do not 
come to hand at all, the Way-bills are returned to 
sending station, and are not taken to accoimt. 
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This is (or has been) the general custom, but I 
believe it is about to be discontinued; and a system 
of overcharges vdll probably be introduced for 
clearing debits on parcels not received. 

Received Abstract Book. — This is kept on 
the same principle as the Forwarded. 

Parcels Delivery Book. — This is used for 
the purpose of obtaining signatures for parcels 
delivered. 

All cash received by the porters for the carriage 
of parcels should be paid to the Station Master or 
Parcel Clerk each evening, or after each round or 
delivery. 

Newspapers, &c. — ^These are generally carried 
in parcels at twopence, threepence, and upwards, 
according to weight and distance, the charges 
being pre-paid and entered accordingly by way- 
bill. The rates will be found in the Kate-book. 

Single newspapers are also carried by special 
contract. The charges are paid at the General 
Office, from whence notice is given to the Station 
Masters of all contracts made, and also instruc- 
tions for the amounts to be passed through the 
books. 

Milk is also carried by special contract. 

The receipts for newspapers and milk are passed 
through the parcel accounts. 

Left Luggage. — ^A book is generally used for 
keeping a record of luggage left at a station for 
the convenience of passengers, and of the money 
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collected for registering, &c., a ticket being issued 
from the book for each package, for which two- 
pence or under is paid, according to the Com- 
pany's scale. 

Tickets are given to the owners of the luggage, 
and counterparts are gummed to the packages, so 
that there is little chance of wrong delivery. 

Where the Left-Luggage Book is used, returns 
or abstracts of the daily receipts are furnished to 
the Audit. 

Another plan is to use paper tickets printed 
with counterparts, which are dealt with in a 
similar manner to those mentioned before, except 
that they are not issued from a book, and that the 
receipts are accounted for in the smnmary of 
Parcel TraflSo, instead of being entered specially in 
the Balance Sheet, as is the case with the former. 

There is less work attached to the latter plan, 
as the month's issue is worked out on the same 
principle as passenger fares, and is checked in like 
manner by the Audit. 

Revenue or Cash Book. — On the Dr. side 

of this are entered daily the receipts for the 
different descriptions of traffic; columns being 
provided for Passengers, Parcels, &c. ; Hordes, 
Carriages, and Dogs; and other receipts (for 
booking, left luggage, time tables, deposits on 
season tickets, &c., which cannot be considered 
traffic). 

Outward Paid-ons are deducted from the daily 
receipts for Parcels, Horses, &c., before entering 
the totals in the Revenue Book. The sum of the 
items in these columns is extended into the total 
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column daily, at the top of which is entered the 
Balance from the last month's account, and the 
total of this column is the station's debit for the 
month. On the Cr. side are entered the daily 
remittances of cash; and any special credits or 
fares refunded; and at the foot the Balance 
carried to the next month's account, which is 
made up of Parcels on hand, and Cash for change. 
As regards Children's tickets — if it is usual to 
sell both halves, the value of half-tickets on hand 
must appear as a credit balance. 

Balance Sheet. — This is made up of the 
above-mentioned items in a slightly different 
form. 

On the Dr. side are entered the month's Dr. 
totals of Passenger, Parcel, and Horse, Carriage, 
and Dog Summaries (less Outward Paid-ons), and 
" Other Receipts." On Cr side " Cash Remit- 
ted;" Special credits; and "Balance to next 
month." The two sides being cast up should 
balance, and the debits, credits, and totals should 
also agree with those in the Revenue Book. (See 
• specimen of Balance Sheet.) 

From the 1st July, 1865, English Railway 
Companies, parties to the Clearing House system, 
include their Horse, Carriage, and Dog traffic 
with Parcels, so that the separate entry for the 
former on the Dr. side of the Balance Sheet will 
not be required. 

Ticket Stock Book. — ^This is used for keep- 
ing a record of all tickets received from the Audit 
0£See or printers ; separate accounts being kept 
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for the different stations to which passengers are 
booked. The classes are printed, and columns 
are provided for the following particulars: — "Date 
of Keceipt," "Last Progressive Number received," 
■and " No. of Tickets received." 

Ticket and Stationery Demand Books. — 
Days are fixed for supplying Tickets, &o., and 
great care should be taken to include everything 
necessary in the requisitions, so that the sto(£ 
may be kept up, and that extra or urgent orders 
may be avoided. 

These remarks, as far as regards Stationery, 
refer to Goods as well as to Passenger Depart- 
ment. 

Returns to be Furnished to the Audit 
OR General Office. — ^Daily Slip or Return of 
Coaching TraflSc. This shows the number of 
passengers booked, and excess fares, with the 
receipts for each; and also the receipts for 
Parcels, &c., (including Fish, Game, &c.), and 
Horses, Carriages, and Dogs, after deducting 
outward Paid-ons. 

These particulars should agree with the daily 
receipts entered in the Revenue Book. 

Passengers' tickets collected are also sent in 
daily. All Through tickets are sent to Clear- 
ing House by the Audit,, when more than two 
Companies are interested in the traffic; the 
remainder they retain and check. 

Weekly return of the progressive or commenc- 
ing and closing numbers of tickets, taken from 
the Ticket Issue Book. Return of excess fares 
collected. 
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The passenger week ends on Sunday. Wheii 
part of a week is in one month and the remainder 
m another, separate returns are furnished for the 
odd days to complete the month, and for the odd 
days up to the first Sunday in the next month ; 
headed " 2 Days ending 31st January," and " 5 
Days ending 5th February." 

Monthly Summary of Passenger traffic ; Sum- 
maries of Parcels, and Horse, Carriage, and Dog 
traffic, local and foreign. 

These are made up of the totaln of traffic for- 
warded to, and received from all stations during 
the month, taken from the Abstract Books, the 
local and foreign being entered separately. 

Local Abstracts of Parcels, &c., are sent if 
required- 
Return of amounts collected for Left Luggage^ 
when the Left Luggage Book is used. Coaching^ 
Traffic Balance Sheet. , 

On small lines. Parcel Way-bills, and Horse^ 
Carriage, and Dog Tickets are sent to the Audit 
monthly. 

Station's Pay-biU, weekly or fortnightly, » 
may be appointed. 

For CLEARiNa House. — Weekly returns of 
foreign carriages, horse boxes, carriage trucks^ 
&c., received and forwarded ; made out on the 
same principle as the Wagon and Sheet Returns, 
(see page 21). Monthly return of Passenger 
Fares Collected — foreign or through. Thi» 
return gives the conunencing and closing numbers 
of tickets, but shows only the Clearing House pro- 
portion of the feres; the number of tickets to each 
station being calculated at tii^ C»\eafa^ '^SkssQaafe 
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proportion given in the Kate Book, and extended 
Into the columns " Subject to Duty," or " Duty 
Free," and the sum of these two into the total 
column. All receipts for the different classes of 
passenger traflSc are subject to duty, with excep- 
tion of the Government class. 

Return of Excess Fares, when two or more 
Companies are interested in the traffic. — This 
return is made up in a similar manner to the 
ordinary Passenger Return mentioned above, 
showing the Clearing House proportions ; but it 
gives, in addition, the gross amount received, with 
an explanation why collected. 

The Horse, Carriage, and Dog Traffic Returns 
were made out in a similar manner to the Passen- 
ger Returns (until lately), showing the Clearing 
House proportions ; but the latter are not needed 
now, as the receipts for these descriptions of 
traffic are divided by mileage along with the 
Parcel receipts. 

Abstracts of Foreign Parcels, Excess Luggage, 
Fish, &c., and Horses, Carriages, and Dogs. — ^The 
number of parcels is entered, also the weight of 
Fish, &c., and number of Horses, Carriages, and 
Dogs. The receipts for Parcels, Fish, &c., and 
Horses, Carriages, and Dogs, are entered together 
in one total. There is also a column for Excess 
Luggage receipts. 

Newspaper receipts are entered separately in 
the "Paid" column, and are distinguished by 
the remark, " News" in the " number" column, 
the niunber of Parcels of News being omitted. 

The weight of Parcels and Excess Luggage is 
not to he entered in the abatraxits \ the weight 
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column being intended only for Fish and Market 
Goods. The entries in these abstracts are the 
daily totals of Parcels, &c., and the receipts. 
Weekly and Monthly totals are also made, and 
the latter are included in the Monthly Foreign 
Summaries before-mentioned. 

Returns of Lost Luggage are furnished when 
tiny articles of that description are found in the 
Carriages, or about the Line or Station, in accor- 
dance with Clearing House Regulations. Goods 
picked up are not to be included in these returns. 
(See ^* Returns to be furnished by Goods Depart- 
ment.") 

CLEARma House Inaccuracies. — See Goods 
Department for remarks under this head, which 
are also applicable to Parcels, &c. 
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In this department all the business connected 
with the working of a line is transacted. 

From this office are issued the Train Time 
Tables, and Instructions to Agents, Station 
Masters, and others, respecting the working of 
traffic, rates of carriage, and all necessary altera- 
tions or requirements. 

They make traffic arrangements with other 
Companies, agreeing to and CfQA>\i£k%^'Twt^'si^^ 
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Local, and Special rates, and also sanction Ledger 
accounts. 

Most complaints are received and investigated 
bv this department, and the necessary cautions 
given to those in fault, with such instructions as 
will tend to prevent the evils complained of. 

They investigate claims, and cause them to be 
settled in some way or other, according to cir- 
cumstances. 

To this office the Guards' Reports are sent to 
be checked, and the particulars of the same 
entered in the Train Book. Also, the Stations' 
Pay-bills, which are checked and then forwarded 
to the Secretary (or Cashier), who attends to the 
payment. 

They also look after demurrage on foreign 
wagons and sheets; goods found on the line; 
and, as I said before, all matters connected with 
the working department. 

I will now proceed to offer a few remarks that 
may be of service to Clerks connected with some 
of the matters I have briefly referred to. 

Bates. — ^When arranging rates, try to do the 
best you can for your Company, by g[uoting such 
as will pay well. If you have opposition to a place 
to which a party requires a rate, endeavour to 
ascertain what the other Company charges, and if 
reasonable, agree to the same. 

It is not advisable to quote a lower rate, but 
perhaps you may be able .to offer some greater 
facilities than the other Company, as an induce- 
ment to send the traffic by your route. 

Railway Companies cannot afford to convey 



GENERAL OFFICE. 81 

goods at such low rates as Carriers by water, but 
as they have the advantage in speed, Merchants 
can afford to pay higher rates on account of the 
saving in time, and prefer the railway. 

As a rule, do not quote special rates for small 
consignments of goods, as the ordinary rates are 
generally quite low enough. 

Take as a guide the existing rates to places 
in the same direction, considering at the same 
time what other conveyances there may be. The 
Scale of Tolls according to Act of Parliament, is 
sometimes useful for reference. The rates charged 
are mostly below the scale. 

When special agreements are made, as regards 
the division of Through Bates, the Audit should 
be advised, so that they may be able to check 
the Clearing House division, and see that it is in 
accordance with the agreements. 

When rates are agreed to or quoted, the Agents 
are advised, and a record is kept of them, for the 
information of the Kate Clerk and others. 

These remarks have reference principally to 
Goods .rates. The Companies have generally 
fixed scales for computing Passenger fares, and 
rates on articles in the Passenger department. 
The Audit usually arrange the latter rates. 

Ledger Accounts. — It is customary for 
parties applying for ledger accounts, to give 
references (Banker's or others) to whom th^ 
Company write, and if they prove to be respect- 
able persons, the stations are advised to open 
accounts with them. 

Printed conditions are kept by the Company, 

o 



82 RAILWAY BUSINESS. 

which are to be signed by the parties at the time 
the accounts are opened. 

Demuhrage. — ^This is a very important matter. 

The Clerk who has charge of this branch 
receives and investigates all claims of exemption 
from demurrage, in accordance with the Clearing 
House Regulations ; and if the claims are just, 
he sanctions them in his Manager's name ; at the 
same time advising Clearing House of having 
done so, who remit the amounts charged, in a 
subsequent account. 

This Clerk is also furnished with a schedule of 
amounts with which his Company is debited, and 
which do not appear to have been collected and 
accounted for by the Agents. He enquires into 
the several cases claiming exemption from the 
owners of the stock, when circumstances will 
admit of doing so, and advising Clearing House 
of having obtained the Company's sanction to a 
remission in each case. 

When the demurrage has been incurred through 
the negligence of Agents or others, he looks to 
them for explanations, and cautions them to be 
more careful. 

A sharp Clerk in this branch is of great value 
to a Company, for by being strict with Agents, and 
by exercising tact (which is often very necessary 
in these cases) in claiming exemption, he may 
save his Company a great deal of money. 

At the commencement of the book I recom- 
mended attention to various rules and regulations, 
and it will be necessary here to make a few 
rewarka on some of the Clearing House rules 
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concerning demurrage, to show their application 
and importance. 

These rules commence by explaining the cir- 
cumstances under which demurrage is charged. 
They next give the rates per day, describing at 
the same time the kinds of wagons that are 
chargeable. Then comes the remark "Except 
when loaded with Coal, Coke, consigned to 

frivate parties. Lime, Limestone, Ironstone, and 
ron Ore," so that wagons containing these articles 
are not chargeable. Therefore, when writing to 
stations respecting the amounts included in the 
Demurrage schedule, make it a rule to ascertata 
what the diflferent wagons contained, as Clearing 
House sometimes get wagons loaded with these 
articles into their Demurrage accounts. When 
any cases of the kind are discovered, claim 
exemption. A considerable amount has to toy 
knowledge been recovered by a Company for 
demiurage charged in error to their account, on 
wagons loaded with limestone, ironstone, and iron- 
ore, owing to the contents having been wrongly 
described in the returns made by the Cleanng 
House number-takers, which proves the necessity 
for great care in this respect. 

Rule 186, &c., of 1864. — ^The demurrage on 
wagons and sheets sent in a wrong direction, has 
generally to be paid, unless some error is dis- 
covered, or a portion of the delay was caused by 
other companies. 

These cases arise mostly from a scarcity of 
your own Company's stock. However, an expla- 
nation should be required in each case, and i£ ^ 
is not satisfactory, eu.c\i e^te^ ^wii^\s!^ \:^mss*. 
B8 would tend to impro^einesiV 
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Foremen, and others, are not very particular in 
the use of foreign wagons and sheets, when they 
are short of local stock ; and I think if these par- 
ties were better acquainted with the situations 
of different lines and junctions, and also with the 
Clearing House Rules, there would be less demur- 
rage incurred ; and this could be accomplished by 
the Goods Agent furnishing them with extracts 
from a few of the principal rules. 

Rule 187. — Returns are furnished by Clearing 
House of your stock sent on under this rule, and 
these returns should be sent to the loading stations 
for the weight to be checked, and if the wagons 
did not contain a ton, demurrage must be claimed 
in accordance with Rule 191. 

There are other rules affecting demurrage and 
mileage, which the reader must study for himself. 
Exemption Returns are sent from the stations to 
the General Office weekly; together with the 
Wagon and Sheet Returns, with which they 
should be compared, in order to see that all the 
wagons and sheets sent forward are included in 
the Exemption Returns. See that wagons, &c., 
sent forward contained a ton or upwards, and also 
that the weight is given. If it is ascertained that 
any have been sent on with less than a ton, 
exemption cannot be claimed, and explanations 
must be required in such cases from the Agents. 

The Stations' returns are not sent to Clearing 
House ; but Monthly Summaries of the particidars 
of each Company's stock sent forward, are fuiv 
nished by the General Office. 

Goods Found on the Line. — ^It is customary 
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for Agents to furnish the General Office with 
returns of all goods found, in which they give 
the name of the place where they were picked 
up, with the description of goods,'|how addressed, 
or marks, numbers, and other necessary infor- 
mation. 

In large concerns, copies of these returns should 
be furnished by the Manager of the district in 
which the goods were found, to the other Managers 
of districts. 

On receipt of these documents, the Clerk in 
charge issues Circulars or Memorandums to the 
stations in the district, asking if they are short of 
the goods, or if they know anything of them. If, 
on return of the circidars, the Clerk finds that a 
station is short of any of the packages, he at once 
instructs the Agent in whose charge they are to 
send them to their destination, if in his own 
district; or if in another district, he writes to 
the Manager asking him to give the necessary 
orders. 

If nothing is known of the goods, they are sent 
to the depot for lost goods, and if they are not 
claimed within a reasonable time, they are sold for 
the benefit of the Company, 

A record is kept at the depot of all goods 
received ; and if any should be claimed, this record 
ought to show how they were disposed of, with the 
dates on which they were removed. 

Lost Luggage is dealt with in a similar manner 
by the Passenger Department, except that the 
returns are furnished to the Railway Clearing 
House instead of to the Manager. (See Clearing 
House Kegulations.) 
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Claims. — This is a veiy important branch. 
A Claim Clerk has many difficult matters to 
contend with, and it is necessary for him to be a 
sharp and intelligent person, in order to be able 
to bring to a satisfactory conclusion the various 
cases he has to deal with. 

In large establishments where there are a 
great number of claims to dispose of, a clever 
man is of great value at the head of this de- 
partment. 

I do not consider that anything like a perfect 
knowledge of the incidents affecting the settle- 
ment of claims can be acquired by reading. A 
few weeks' practical experience would be of far 
more service. New beginners have generally their 
predecessors or Managers to look to for advice in 
unusual cases. 

These matters are always ruled by circum- 
stances which are very numerous, and not by 
any fixed principle ; therefore, it would be almost 
impossible to establish rules applicable to all 
oases. 

Good judgment, with a knowledge of general 
business and the value of merchandise, are most 
useful. 

Claims are usually made for loss of, or damage 
to goods, and for delay in transit 

Legally a claim should be made by the owner 
of the goods ; the sender being considered the 
owner, if he pays the carriage, until the goods are 
delivered to the consignee. If the consignee 
pajs the carriage the goods are considered his 
as soon as they are delivered to the forwarding 
Company. 
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When several Companies participate in traflSc, 
the Company that receives the goods for carriage 
is liable according to law for damage, &c., for 
they undertake to deliver the goods as they re- 
ceived them, viz., in good order, for they are not 
supposed to receive them otherwise. 

When the Company that received the goods 
will not agree to the payment and division of a 
claim, it becomes necessary to refer the claimant 
to that Company for settlement ; the other Com- 
panies that share the receipts being liable to the 
forwarding Company for their proportion of the 
loss. 

The rule referring to the liability of the Com- 
pany receiving goods is not acted up to ; neither 
is the one that refers to the owner being the legal 
claimant ; for claims, if just, are paid to either 
consignees or senders (whether they pay the 
carriage or not), for it is of no consequence 
which Company settles a claim, as credit is 
allowed for dVL payments in the Clearing House 
Settlements. 

A Claim Report when received from a station 
should be examined, with the correspondence that 
has taken place ; and if any information is want- 
ing it should be written for. The next thing :s to 
consider the justness of the claim as regards the 
amount, and also the liability of the Company ; 
and when you have satisfied yourself on these 
points act accordingly, by declining to entertain 
the claim, or by giving instructions for the amount 
to be paid, if a local claim. 

Many claims may not be considered strictly 
just, but it is not always wise to decline payment 
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on what is termed principle, especially if the 
claimants are good supporters of the Company, or 
are likely to be so, as a great loss in traffic might 
* be the consequence. 

When goods have passed over two or more 
lines, it is necessary before paying" a claim to com- 
municate with the other Terminal Company, in 
order to procure their sanction to a division of 
the amount by mileage, or in any other way more 
suitable to the facts of the case. 

Returns of claims for division ar^ generally fur- 
nished to Clearing House weekly, or any other 
appointed period. There are two forms ; one for 
amounts paid by own Company, and another for 
amounts paid by other Companies. 

No claims are to be included in these abstracts 
until both Terminal Companies have agreed to a 
division. Clearing House communicate with the 
intermediate Companies, and procure their sanc- 
tion to the division. 

The Claim Abstracts are sent to Clearing 
House through the Audit Office, where a record 
is kept as a check upon the claims divided in the 
Clearing House Settlements. 

The liability in these cases may sometimes be 
transferred to another Company, such cases being 
brought to light by the correspondence ; hence 
the reason for considering carefully the letters 
that have passed between the Agents, and also 
the reports. 

It often happens that goods are damaged by 
wet through bad sheeting. In cases of this de- 
scription the forwarding Company is responsible, 
as well as for damage arising from bad loading ; 
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but cases of the latter kind are diflScult matters to 
settle, as goods are far oftener damaged by violent 
shunting than through bad loading. 

Again, in the case of tranship-goods, which may 
be received in a damaged state. If the damage 
was noted by the transhipping station, the Com- 
pany or Companies between the sending and 
transhipping stations are liable. The Companies 
at fault in cases of delay may sometimes be de- 
tected in a similar way. 

When claims arise through negligence of any 
of the Company's men, they are generally fined 
or made to pay a portion of the loss, if not the 
whole of it. 

The Agents are usually instructed to pay the 
claims (both local and foreign), and to take credit 
for the amounts in their Balance Sheets, giving ^ 
reference to Manager's advice or credit note. 

A Company's proportion of the loss is generally 
the chief consideration when sanctioning the 
division of claims. Clearing House Regulations 
furnish rules for the division, but they are not 
easily understood, and only form the groundwork 
of other more practical ones; I wUl therefore 
offer, in conclusion, a few rules directly applicable 
to the division of the different descriptions of 
claims, chiefly worked by proportion. 

To divide a claim, when less than gross receipts, 
between all Companies participating in the traffic, 
say — as the carriage is to the claim ; so- is each 
Company's proportion of the receipts, including 
terminals, to their loss. 

Claim less than gross receipts within limits, 
one Terminal Company being exempt, say — as 
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the amount of receipts, including terminals within 
the limits, is to the claim ; so is each Company's 
proportion of receipts to their loss. When both 
Terminal Companies are exempt the division is 
the same, except that the terminals are not in- 
cluded. 

Claim more than gross receipts between all 
Companies. — Divide the difference between the 
carriage and the claim by mileage ; and to each 
Company's proportion add their share of the 
receipts, including terminals, for their loss. Or, 
mileage proportions of the claim, after deducting 
the terminals, which are to be added to the 
Terminal Companies' proportions. The latter 
is the easiest plan, but Clearing House use the 
former. 

Claim more than gross receipts within limits, 
one terminal Company exempt. — Deduct the 
receipts including terminals within the limits, 
from the claim, and divide the difference by 
mileage, within the limits ; and to each Company's 
proportion add their share of receipts (terminals 
included), for their loss. 

When both terminal Companies are exempt, 
divide the claim by mileage within the limits. 

To find a Company's loss of a claim on traffic 
for which they received a fixed proportion or 
rate per ton. — ^^Say, as the amount of receipts 
is to the claim, so is the weight of goods to the 
answer in weight, which will bear the same pro- 
portion to the claim as the weight of cdnsign- 
ment does to the receipts Then work out the 
result (in weight) at the fixed rate per ton, 
which will give the Company's proportion of the 
)oa3. 
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Example. — Carriage 40s., Claim 208., Weight 
of Consignment 20 cwt., Fixed Proportion 2s. per 
ton. 

8. 8. cwt. 

As 40 : 20 : : 20 
20 

40)400 

10 cwt. @ 2s. per ton = Is* 
(Proportion of loss.) 

"When divided within limits. Say, as the 
amount of receipts within the limits is to the 
claim, so is the weight of goods to the answer ^ 
which is to be worked out as above. 

In speaking here of division, I have mentioned 
" each Company's proportion," but the reader 
has only to consider his own Company's, unlessr 
he has to do the work of Clearing House. (See 
Division of Receipts.) 

Claims on Parcel traffic are settled between 
the Companies interested by Way-bills. 

The Company's station paying the claim, enters 
the amount to sending station, as a Paid-on not 
extended, by which means they obtain credit, and 
as Clearing House deduct the Pald-on from the 
traffic receipts (for the month) prior to division, 
each Company loses its mileage proportion* 
These Way-bills should not be issued or taken to 
account by a station without the Superintendent 
or Manager's sanction. 

Local claims are cleared in a similar manner^ 
by entering the amounts from one local station 
to another, as paid-ons not extended. 
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Goods and Passenger Guards' Keports. 
These documents are copies of the Guards' 
Report Books, one of which is taken by the 
Guard of each train to note down the number of 
engine, time of arrival at and departure from 
each station, with time due, time at station, and 
minutes late; also. (in Goods Guards' report) the 
number of wagons loaded and empty, attached 
and detatched, &c. There is also a column for 
remarks, in which all delays are to be explained ; 
and occurrences or accidents, with damage to 
wagons, &c., are to be noted. 

The Passenger Guards' Reports are the same, 
except that the train consists of so many first, 
second, third and composite carriages, carriage- 
trucks, horse-boxes, &c. 

These reports are sent immediately on com- 
pletion of each double journey to the General 
Office, to be examined ^usually by the Inspector), 
and all the delays, accidents, damages to stock, 
&c., are enquired into. 

If the trains are worked over any portion of 
the distance by another Company's engine, and 
any delays occur on that length, they should be 
brought before the notice of the Manager of that 
Company, by letter or otherwise. 

When these matters have been completed, the 
reports are handed over to the Clerk who keeps 
the Train Book, and he enters the number of 
carriages and loaded and empty wagons to the 
account of the engine that hauled them, taking 
for the entries the largest number of wagons 
of which the train consisted, either at its 
departure or on it^ arrival 'at destination. The 
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number of miles run by each engine, with Goods 
and Passenger trains, or engine without train, is 
also inserted in a column for that purpose. 

From the Train Book the Board of Trade are 
furnished with the number of trains nm (in a 
return of general information they require con- 
cerning the traffic) ; and irom the same source, 
with the Stores Accounts, may be ascertained the 
cost per mile of working each engine. The 
durability of engine tyres may also be- proved 
by comparing the length of time they last, and 
taking into consideration the miles run. 

Mineral Wagons. — As Mineral W?igons are 
not liable to demurrage according to Clearing 
House rules, they are very often detained at 
stations an unreasonable time. 

To prevent this, and in order to be able to tell 
where wagons are, it is necessary to keep a record 
of them at the General Office ; the particulars of 
which being obtained from returns furnished by 
the Mineral Depots, and the Clearing House 
number-men at the Company's Junctions, The 
best plan of keeping the Wagon account is to 
have a Kecord, Ledger, and Index, 

The Index should be a list of the principal 
stations to which minerals are sent, each station 
being numbered at the left-hand side, from 1 to 
100 and upwards if necessary, with the ledger 
folio number at the right-hand side. It is a good 
plan, in order to reduce the accounts, to have a 
number and folio for miscellaneous stations, to 
which may be entered the wagons sent to all 
stations wnere the consignments are smalL 
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All wagons forwarded should be entered in the 
ledger to the different stations' accounts, show- 
ing the numbei* of each wagon and the date sent. 

The Record is ruled so as to allow sufficient 
space for the journeys of each wagon during the 
year. There is a line for each month, and a 
column for each day of the month ; the names of 
the months being printed down the left-hand side 
of the book, and the dates 1st to 31st across the 
top of the page. A page of a good-sized book 
might be ruled for six wagons. 

If a wagon goes out on the Ist of May to Bir- 
mingham Station No. 2, No. 2 is inserted in the 
small square set apart by the ruling of the book 
for that date, together with the initials of the 
depot from which it was sent, if there are several 
dep6ts ; if only one, it is not necessary to insert 
the initials. If the wagon is returned on the 6th, 
the initials of the. Junction is inserted in the 
<5olumn for the 6th, and so on with all wagons 
forwarded and received. 

The dates of return are also entered in the 
. ledger, with the number of days the wagons are 
away, the Record being referred to for the pur- 
pose of ascertaining the stations to which the 
wagons were sent. 

When wagons are not returned in due course, 
printed enquiries or memorandums should be sent 
to the stations, asking the cause of delay, and 
requesting that the wagons may be returned 
immediately. 

If wagons are detained by consignees an un- 
reasonable time, it is advisable to present a biH 
for demurrage — the remark at commencement, to 
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the effect that mineral wagons are not liable to 
demurrage, means simply that Clearing House do 
not charge it as they do on goods wagons. 

Sheets and Hopes. — It is customary for the 
General Office to order a stock-taking of Sheets 
and Ropes occasionally. 

On small lines an account may be kept by the 
stations of Sheets, but it is scarcely practicable 
on extensive ones. 

It is necessary for large Companies to furnish 
the other Companies with forms or returns for 
the stock-taking of Sheets. 

Stock is generally taken by all stations on 
Sunday at noon ; and the Kopes not on hand are 
to be accounted for by each local station ; and 
missing sheets and ropes are to be looked up. 
(See " Ropes," page 15.) 

Local Season Tickets and Receipts. — ^The 
amount is generally collected and paid into the 
bank by the General Office to the credit of the 
station from which the ticket is available ; and 
the station is advised of same, and instructed to 
enter the amount in the Summary, &c., with as 
many passengers as there are return fares in the 
price of the season ticket, taking credit for the 
amount in his Balance Sheet, and giving reference 
to advice. 

A deposit of 5s. is usually paid (in addition to 
the cost of the ticket), which is returned as soon 
as the ticket is given up, if it be not renewed. 

Local Excursions, &c., when paid for at the 
General Office, are treated in a similar manner. 



96 EAILWAY BUSINESS. 

Milk Contracts. — ^These are usually entered 
into for periods of three or six months. 

The general charge is about a penny (or under) 
per gallon, according to distance, for not less than 
twelve gallons per day. 

The receipts are dealt with in a similar manner 
to cash paid for season tickets. 

Single Newspaper Contracts. — ^Local. — 
The amount for twelve months (or any other 
period) for all stations, is entered " Paid " from 
the junction or station to a terminal station by 
Way-bill — the station taking credit for the 
amount as paid into bank by the General Office. 

Intermediate stations are instructed to deliver 
free. 

Passenger Fares Refunded. — Mode of 
Clearing. — If the fare is refunded by the General 
Office, the station that issued the ticket (or the 
collecting station) sends the price of it to the 
General Office, and takes credit for the amount 
as a Paid-on not extended, entered to destination, 
or vice versa. Or the Station-master is instructed 
to refund the amount, and to take credit for it as 
above, giving reference to advice or authority. 

Fares refunded may also be cleared by special 
entry in the Passenger or Coaching Balance 
Sheet. (See page 75.) In these cases they are 
allowed in the division of receipts, when more 
than one Company participates in the traffic. 
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In thia department are checked all Balance 
Sheets, Abstracts, &c. Passenger Returns, 
Tickets, Clearing House Settlements, Mileage 
and Demurrage Returns, and all accounts con- 
nected with the Traffic Department. They also 
keep sundry accounts of the traffic and receipts. 

Local Goods and Live Stock Abstracts 
AND Summaries. — ^The received abstracts, &c., 
of one station are checked by the forwarded of 
the others, and any errors that are discovered 
are cleared by Inaccuracy Sheets printed for the 
purpose ; a sheet being sent to each station, which 
should be returned, with the Agent or Station- 
master's remarks. The figures are altered 
accordingly.* Care should be taken to detect 
any items that may be transposed or entered in 
wrong columns, for errors of this description 
frequently occur, and often cause considerable 
delay in balancing if not detected. 

A summary should be made of all stations' 
local traffic, the two sides of which, " Outward " 
and " Inward," should be made to agree. This, 
with a summary of all stations' foreign U^S^Q, 
serve to check the Balance Sheets. 

Foreign Summaries. — ^These are checked by 
the totals of the Clearing House AbstraotSi and 

H 
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any errors that may be found are corrected before 
the abstracts are forwarded to Clearing House. 

Division of Receipts. — This business is 
usually managed by the Railway Clearing House, 
but on small lines not parties to the clearing 
system, it is done by the Audit Department. 

The mode of division is as follows : — Enter on 
sheets (printed for the purpose) each Company"*8 
debits for traffic between each two stations, say 
Forwarded Paid, and Received to Pay items. 
Next enter each Company's credits (if any), 
which consist of Paid-ons, Overcharges, and 
Terminal expenses, whfen allowed ; and when 
this is done cast up the debits and credits. Then 
deduct each Company's credit from their debit, 
and enter the sum of the balances after these 
deductions as " Amount for Division." 

When a Company has a credit and no debit, 
it is deducted from the other Company's debit 
to arrive at the amount for division, or what is 
often termed the " nett receipts." * 

The nett receipts are then divided propor- 
tionally bv mileage between the Companies 
interested m the traffic, according to the distance 
it was conveyed over each Company's line, so 
that if one Company conveys tne traffic ten 
miles, and another fifty, tne one Company 
receives a fractional part i#, and the other the 
remainder. 

Or, the receipts are divided in any other way 
that may be agreed upon. 

At the foot of each sheet the other Company's 
mileage proportion being a credit, is deducted 
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from the nett debit, and the balance is the 
amount dye to the Company rendering the 
Division Sheets, or vice versa^ when the credit 
exceeds the debit. 

These settlements are made out monthly, a 
separate sheet being used for each description of 
traffic between each two stations. Next a sum- 
mary is made of each description of traffic 
between all stations, and from these summaries 
the debtor or creditor balances are passed into 
the Balance Sheet, which shows the nett balance 
due to, or by the Company, on all traffic. (See 
Clearing House Settlements.) 

Toll. — ^Toll is paid by one Company to 
another for the exercise of running powers. 

The charge is so much per head per mile for 
passengers, horses, and dogs ; parcels and car- 
riages so much each ; live stock per wagon or per 
head, when less than a full load ; goods (classified) 
per ton per mile, according to agreement between 
the Companies. 

It is advisable to make a scale of charges for 
the whole distances from the stations to the 
junction, which saves the trouble of calculating 
the rates per mile. For instance, 45 passengers 
carried 9^ miles, at f of a penny per mile. This 
calculation would be more easily performed thus — 
45 at 5H pence, say 45 at 6d.=22s. 6d., less 
TV=3d. : answer 22s. 3d. — ^ of 45 is not exactly 
3d.,, but what it is short, -^y does not equal a 
farthing ; therefore it is not considered. 

Decimals are sometimes more easily worked 
than fractions, and when such is the case they 
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may be used in the table or scale mentioned above. 
Farthings are admitted into. Passenger ac- 
counts (settlements), but generally in Goods, 
Parcels, and Live Stock accounts, nothing less 
than a penny ; so that in division if a Company's 
fraction amounts to more than a halfpenny they 
receive a penny, and when halfpence occur in two 
or more Companies' proportions, the pence are 
disposed of at discretion, giving first to one Com- 
pany and then to another. 

Goods Balance Sheets. — As soon as the 
abstracts and summaries have been checked and 
made to agree, check the debits and credits on 
traffic in the statement attached to the Balance 
Sheet by the totals of the summaries ; Outward 
"Paid," and Inward '^To Pay," being debits; 
and Outward " Paid-ons," " Overcharges " on 
" Paid," and "To Pay," credits. 

Next check the totals, and deduct the total of 
the credits from the Dr. total, and the balance 
should agree with the amount taken to debit in 
the balance sheet, under the head of "Nett 
TraflSc for current month." 

The balance brought forward is checked by 
the previous month's balance sheet. Next check 
the details of the Special Debits (Demurrage* 
&c., &c.), and see that the totals agree with the 
entries in the balance sheet. Then cheek the 
Bemittances by the Banker's Returns or the 
Cashier's Cash Book, and all special credits by 
the Vouchers. 

The Paid-ons are also checked by the Vouc'iers, 
W(id Overcharges by the sheets, and the totals of 
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I;he8e items should agree with those given in the 
statement of debits and credits. 

Check previous month,'s Outstanding Lists, 
and see that all the items are either accounted* 
Eor or included in the current month's lists of 
Outstandings. Check the balance carried to next 
month by the Outstanding Lists, and finally the 
additions. 

Any errors that may be discovered should be 
cleared up by Inaccuracy Sheets, or correspon- 
dence. 

Look after large cash balances. 

Merchandise and Live Stock Trafpio 
AND Balance Book. — (See form.) — I must 
state that the form given is not exactly like any 
I have met with, but it contains all that I think 
is necessary, and is as simple as I can possibly 
make it. The reader must, however, bear in 
mind that all the particulars found in other books 
of the kind are contained in this ; so that if he 
understands one he will have little difficulty in 
comprehending the others. This book is adapted 
to the foregoing system of accounts, and would 
answer very well for any new concern, and for 
any of the older ones that might think fit to 
adopt it. 

Some Companies have columns for Goods and 
Live Stock, and make several divisions of the 
Mineral Traffic in their Balance Books ; but why 
it is necessary to do so I cannot imagine, unless it 
is for statistics. 

My plan provides only for Goods, JMinerals, 
and Live Stock, and if further details are re- 
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quired, additional columns must be inserted. If 
the details were riot necessary, I would suggest 
that the columns for Goods and Mineral receipts 
be thrown into one, as they are not kept separate 
by all Companies, and Clearing House keep them 
together in their accounts. This would save time 
and labour, because it is necessary, when kept 
separate, to analyze the Foreign and Through 
TraflSc included in the Clearing House Settle- 
ments, in order to arrive at the nett revenue from 
the different descriptions. If the divisions are 
not made, the nett balance Dr. or Cr. for Goods 
and Live Stock have only to be added to or 
deducted from the totals of receipts at Stations, 
and the revenue statement is completed at 
once. 

I will now explain how this book is made up. 
As soon as the various summaries and balance 
sheets are checked, with their additions, &c., and 
are made to agree, the particulars of each 
station's traflSc are copied into the columns pro- 
vided for them, as follows : — ^Number of tons of 
Goods and Minerals, and the number of. Cattle, 
Pigs, and Sheep, Outward and Inward, Local 
and Foreign. The Outward and Inward tons, 
&c., are usually entered separately, but the 
columns may be thrown into one if the distinction 
is not required. 

Next, the nett receipts for Goods, Minerals, 
and Live Stock, Local and Foreign. All the 
foregoing particulars are taken from the summary 
of totals (debits and credits)' referred to in con- 
nection with the Account Current Book. The 
remainder are taken from the balance sheet. 
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The next column is for other Receipts, which 
consist of items not included in the abstracts and 
summaries of traflSc, viz : — Demurrage, Cartagie, 
Storage, <&c. The sum of the last seven columns 
is carried into that headed "Total Dr." 

We next come to " Special Allowances," which 
consist of items refunded to shippers and con- 
signees, when the Company has no means of 
obtaining credit for the amounts, say Drawbacks 
in which other Companies do not participate, to 
which may be added Claims, Cartage Allowances, 
and any other Special credits. These are deducted 
from the "Total Dr." and the balance is carried 
to the "Total Receipts" column. Special Allow- 
ances may be (and are by some Companies) 
deducted before entering the traflSc receipts in the 
book, (in which case the column would not be 
required) but as they are entered specially in the 
balance sheets, I think they should be treated 
throughout in a like manner. I also think 
that it would be satisfactory to know at any 
time the extent of Drawbacks, &c., paid by the 
Company. 

There is also a column for "Cash paid to 
Cashier," and four columns for "Balances" which 
are as follows — "Ledger Accounts," "Porters' 
Outstandings," "Cash Balances," and "Total" (of 
Dr. balances) which added to "Cash Paid to 
Cashier," should balance with the "Receipts." 

When all the items are entered the totals are 
made. The Local and Foreign tonnage, &c., 
should be added together, including the through 
tonnage, which is taken from the Clearing House 
Settlements. 
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We now come to the '^Statement of Nett 
Revenue from Merchandise, &c., Traffic." On 
the lett-hand .side are entered the "Stations' 
Receipts," to which are added any Dr. Balances 
due Dy Railway Clearing House, and Com- 
panies not parties to the clearing system. These 
items are cast up, making the " Gross Total." 
On the right-hand side are entered the Credit 
Balances, or Repayments to Clearing House, or 
other Companies. " The Repayments" are deducted 
from the Gross Receipts, and you then arrive at 
the "Nett Total" of Revenue. Allowances are 
often made for Wagon Hire in the Clearance 
House Goods settlements, and as the hire is in 
lieu of Mileage on Wagons, it should be deducted 
(or distinguished) from Traffic, and transferred 
to Mileage Account. 

As I have said before, it is necessary to analyze 
the Clearing House Traffic, in order to arrive at 
the revenue from the different descriptions of 
merchandise; which is done as follows: — Enter 
on foolscap ruled for the purpose, the weight and 
the debits and credits on Minerals, placing the 
debits in one column, and the credits in another ; 
which are found thus: — Suppose an entry; 
Carriage Dr. £50: Terminals Cr. £4 ; Mileage 
proportion Cr. £10 ; the balance would be £36. 
In short, deduct the credits in each Mineral entry 
from the debit; or the debit from the credits 
when the latter are in excess of the former ; and 
enter the Nett Balances on the foolscap. When 
Goods receipts are mixed with Mineral in the 
entries, it is necessary to calculate the Terminals 
at the rate, and to work out the mileage proportion 
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on minerals, after deducting Terminals at each 
end. When the Mineral traffic Is made up, deduct 
the nett total (Dr. or Cr.) from the Clearing 
House nett balance, and take the remainder for 
the Goods. 

Separate Settlements are made for Live Stock. 

At the foot of the book is the " Audit Clerks' 
Balance Statement," which is made up of the 
following items; — On Dr. side, "Balance from 
last month," and Receipts for Traffic this month. 
On the Cr. side, " Cash Paid to Cashier," and 
Balance to next month (being the total of Stations" 
balances.) The two sides are cast up, and ruled 
off. 

Passenger Returns, or Summaries. — The 
Weekly Returns of the Progressive Numbers of 
Tickets Issued, are checked as far as possible by 
those tickets, that are collected at the Company's 
Stations; viz.: Local tickets of all descriptions, 
and Foreign Return tickets. The commencing 
numbers are checked by the closing numbers of 
the previous week's returns ; and the number of 
tickets issued is also checked. All irregularities 
in the collection of tickets are noted, and expla- 
nations required when necessary. Non-collected 
tickets should be written after. When the Excess 
Fares have been checked, the tickets which are 
sent to the Audit with the Excess Fare Returns, 
should be given to the party who checks the 
tickets, and they will reduce the number of Non- 
collected tickets. 

The Monthly Summaries are checked by the 
previous month's for commencing numbers, and 
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by the last weekly return for closing numbers. 
Check the number issued, and afterwards check 
the fares by the Book of Rates and Fares. Next 
check the calculations, and lastly the additions. 

The im-issue'd halves of children's tickets should 
be sent to the audit, otherwise credit should not 
be allowed for them. Credit should not be allowed 
for non-issued tickets, unless they are sent in with 
the summaries. 

Excess Fares must also appear in the Passenger 
Sunimaries, particulars of which are given in the 
/Excess Fare Returns, which are checked in a 
similar manner to the other returns, taking into 
consideration the circumstances under which the 
excess was collected. 

Abstracts or Summaries of Parcel, Horse, 
Carriage, and Dog Traffic. — The received 
Local abstracts of one station are checked by the 
Forwarded of the others, and any errors should 
be cleared up by Inaccuracy Sheets provided for 
the purpose, as recommended with regard to 
Goods inaccuracies. 

The totals of the Foreign Abstracts should be 
checked by the summaries oef ore the abstracts are 
sent to the Clearing House, 

Be careful to detect any items that may be 
transposed. 

After the details check the totals. 

If Left Luggage tickets are passed through 
the Parcel Summaries, check the commencing and 
closing numbers as recommended for Passenger 
tickets, with the number issued and value ; and, 
in order to effect a balance, see that the receipts 
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are entered on both sides of the summaries. Then 
make a summary of All Stations' TraflSc, the 
Local portion of which, " Outward and "Inward," 
should balance. 

The Foreign will not balance, but care should 
be taken to have the additions correct. A gross 
total is made by adding the Local and Foreign 
together, which may be used as a check upon the 
Balance Book entries. 

Coaching Balance Sheets. — Check th© 
balance from last month, and see that the debits 
for Passengers, Parcels, &c., agree with the sum- 
mary totals after deducting " Outward Paid-ons," 
which should also agree with the "Paid-on" 
totals. Next check any " Other Receipts " there 
may be. Then check the *^ Cash Remitted " by 
the Banker's Returns or Cashier's Cash Book, and 
any other credits there may be, and finally the 
additions. 

Look after large cash balances. » 

Coaching Traffic and Balance Book. — 
(See form.) — After checking the Summaries and 
Balance Sheets, and making them agree, enter 
from the Summaries of Passenger Traffic the 
number of passengers by each class, and the 
amount collected for each class of tickets sold, and 
also the total number of passengers and amoimt. 

If there is no distinction between Third Class 
and Government tickets, the two columns should 
be thrown into one. 

Next enter from the balance sheets the re- 
cdpts for Parcels, Horses, Carriages, and Dogs^ 
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and other Receipts. Then insert the sum of 
Passenger and Parcel, &c., and other receipts 
added tgother, in the column headed "Total 
Receipts." 

The reader will observe that no distinction is 
'made in entering the Local and Foreign receipts, 
the gross being dealt with. 

Next enter the " Cash Paid to Cashier," and 
then the balances Dr. and Cr., and lastly make 
the totals. There are sometimes Cr. balances 
which are deducted (in making up the totals) 
from the Dr. ; and this balance added to the 
total of " Cash Paid to Cashier," should make the 
total receipts. 

We next come to the "Statement of Nett 
Revenue from Coaching Traffic." Enter on the 
left-hand side the total of " Stations' Receipts," 
" Postmaster General " (for carrying mails) ; Dr. 
Balances due by Railway Clearing House, and 
Companies not parties to , the Clearing system. 
These items are cast up, making the gross total. 

On the right-nand side are entered any Credit 
Balances or Re-payments to Clearing House or 
other Companies. 

The " Total Re-payments " is deducted from 
the gross total, and the balance is the nett total 
of revenue. 

If it is necessary to show the nett revenue from 
each class of Passengers, columns must be ruled 
for each class (similar to those in "Abstract," 
the particulars of which will be found in the 
Olearing House Settlements. This is done by 
^ome Companies, but the practice is not general. 

Next comes the " Audit Clerk's Balance State- 
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ment/' which is made up of the following items : — 
On Dr. side, "Balance from last month," and 
^' Eeceipts for Traffic this month." On Cr. side,^ 
" Cash paid to Cashier," and Balance to next 
month, being the total of Stations' Dr. Balances, 
after deducting Cr. balances, if any. 

The two sides are cast up, and ruled off, the 
month's accounts being completed. 

Traffic Statements, being copies of the 
balance books, are furnished to the Secretary 
monthly and half-yearly, (at which period thev 
are also made up to June and December ;) or if 
it is convenient, the books may be sent instead ; 
but this cannot be don6 very well when the 
Secretary's office is at a distance. 

Traffic and Cashier's Banking Accounts 
should be occasionally balanced, and always at 
the half-year end, as follows : — Rule a sheet of 
foolscap, and enter on the Dr. side of Traffic 
Account the total receipts at stations for mer- 
chandise, &c., and coaching traffic, and total of 
Dr. Balances due by other Companies. On the 
Cr. side, " Cash paid to Cashier," (by stations,) 
Total of Cr. Balances due to other Companies, 
Balances at Stations, and Nett Balance due by 
other Companies. The two sides being cast up 
should agree. 

Cashier's Banking Account. — On Dr. side 
enter " Cash paid to Cashier," (by stations,) and 
Nett Balance due by other Companies, as above. 
On the Cr. side. Cash paid into Bank, as per 
Bank Book, and any balances that may be out- 
standing. The two sides should agree. 
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The Accounts of all Companies will be put 
through a similar course, but the form is of no 
consequence, and any other may be ad(^ted that 
will answer better. 

Clearing House Settlements — Goods. — 
The Weight, « Carted," " Not Carted," and 
^^ Mineral," also the' debits and credits, (say 
Amounts, "Outward Paid," "Inward to Pay," 
and "Paid-on,") are checked by the Monthly 
Summaries of traffic to foreign stations. 

There are four columns, ruled as under, for the 
receipts, &c. 
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The "Outward Paid" and "Inward to Pay" 
items are added together, and "Paid-ons" are 
deducted, and the balance should agree, with the 
Company's debit in the settlement ; or when the 
credit exceeds the debit, the Cr. balance should 
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appear in the column for the purpose. The In- 
ward and Outward weight is also added together, 
and the totals should agree with the entries in 
the settlement. If the Station's Summary totals 
(less Outstandings, see further on) agree with the 
Clearing House totals, it may not be considered 
necessary to check the details or traflSc between 
each two stations. 

After the traffic has been checked by the sum- 
maries, check the terminals — first the rates, then 
the amounts. Next add both Companies' terminak 
together, including any Credit Balance there may 
be, and deduct the total from the total receipts, 
(or sum of the debits on traffic,) and the balance 
should agree with the amount termed Nett 
Receipts, which is divided by mileage, or by 
special division, according to existing agreements 
between the Companies interested in the traffic. 

The entries consist of the traffic between each 
two stations, (see Division of Receipts,) and each 
entry has to be put through the course mentioned 
above. 

The distances are checked by the Clearing 
House Distance Book. In making up a distance, 
40 chains, which equal half a mile, are considered 
a mile, and anything under 40 chains nothing, 
except when several lengths of branches belong- 
ing to one Company are taken to make up a 
through distance, in which case the odd chains 
in the several lengths are added together. 

After the distances, check the mileage pro- 
portions. 

A book is kept for the purpose of recording all 
omissions, errors in calculations, &c., whether for 

•I 
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or against the interests of your own Company. 
When checking the traffic, if there is a difference 
under-stated, refer to the List of Outstandings 
furnished by Clearing House ; and tf you find it 
there, cross the items affected, both in the Sum- 
mary and Settlement, in a peculiar manner, so 
that if the entries are referred to again you know 
at once where to look for the difference. It is 
useless taking a note of Outstandings in the book 
for errors, &c. If there are any inaccuracies in 
the entries of traffic, which are not accounted for 
in the Outstanding List, cross the items as recom- 
mended before, but use an ordinary cross, which 
will denote an omission, and you will know that 
the difference will be found in your Record of 
Errors. 

All inaccuracies in terminals, rates, calculations, 
distances, and mileage proportions, are also noted* 

The following errors are against your Company's 
interests, viz. : — Own Company's credits under^ 
stated or omitted, and debits overstated; Own 
Company's Paid-ons and Overcharges placed to the 
credit of other Companies; other Companies debits 
under-stated, and credits over-stated; Weight 
and Terminals omitted, " Not Carted" terminals 
allowed on "Carted" traffic, and "Mineral" 
terminals allowed on " Not Carted" traffic, when 
your Company's mileage is the shortest ; Weigtt, 
&o. over-stated, " Carted" terminals allowed on 
"Not Carted" traffic, and "Not Carted" terminals 
on " Minerals" when your Company's mileage is 
the longest. Also distances under or over-stated, 
when the result is a loss in your proportion of 
receipts; and mileage proportions of receipts 
underatated. 
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When there is any uncertainty about the effects 
of an error, the item or items must be calculated 
as they should be, and compared with the Clearing 
House Statement, in order to ascertain the result 
of a correction. 

Other Companies look after their own interests, 
in these as well as all other matters. 

All errors that are against the interests of your 
Company should be included in a Schedule to 
Clearing House, as soon as the month's settle- 
ments are checked. These Schedules are returned 
as soon as investigated by Clearing House, with 
their remarks, which should be examined very 
carefully ; and no explanation should be accepted 
until you are perfectly satisfied that it is correct, 
for I have discovered many very serious errors 
by foUowkig up these investigations. 

Never allow inaccuracies to accumulate, but 
have them cleared ^off by some means or other, as 
80on as possible after the return of your Schedules; 
for if they are overlooked for any length of time, 
there is no knowing how long it will take to 
clear them. Matters of this kind may be on 
hand for twelve or eighteen months, during which 
time you may schedule them, write about them, 
and furnish copies of abstracts and correspondence 
-without end, most of whif h would be avoided by 
attending to them in due course. 

Through Traffic. — Of this portion you can 
only check the terminals, distances, and mileage 
proportions ; noting errors as before. 

Ljve Stock Settlements are checked in 
exactly the same manner as the Goods, the 
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nature of the accounts being alike. Errors are 
scheduled with those for goods. 

Parcel, Horse, Carriage, and Dog Settle- 
ments are a little different in form. A Monthly 
Statement of " Station Debits" is f^mi8hed, which 
is checked by the stations' Summaries. 

A Quarterly Summary of Parcel, &c., Traffic is 
also furnished, the debits and credits of which 
should be checked against the Station Debit 
Statement, by adding the three months' debits 
and credits of each station together, and deducting 
the total credit from the debit, and comparing the 
* balance with the Dr. items in the settlement, as 
mentioned with reference to Goods settlements. 
The number of Parcels, and Weight of Fish, &c., 
are checked by the stations' Summaries. 

At the foot of each station's traffic are entered 
the three monthly totals of debits and credits, the 
sum of which should agree with the quarterly 
totals. The remaining portion is checked in the 
same manner as the Goods Settlements. 

A separate record is kept of errors in Pared 
Settlements. 

A Summary of all Traffic, Foreign and Through, 
is given at the end of each Settlement, which 
shows the total debits and credits, terminals, and 
mileage proportions; and when this has been 
checked, the total of credits, say terminals, mileage 

Sroportion, and credit balance (of Paid-ons) is 
educted from the total Debit, and the difference 
is entered at foot, as Dr. to Balance ; or if there 
should be a Nett Credit, it is shown as Or. by 
Balance. 
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In checking the additions it is only necessary 
to check those of your own Company's debits and 
credits, and the weight. The weight should be 
altered if any errors are discovered in the addition. 
Errors are sometimes discovered in the addition 
of cash, but as the gross receipts are made to 
balance by Clearing House, the totals carried to 
the Summary are always found correct, and if an 
error is discovered in one column you may expect 
to find two or three more made to counterbalance 
it. 

English Terminals. — On Carted Goods 48, 
per ton; Not Carted Is. 6d. ; Minerals 9d. 
Exceptional Minerals, say Coal and Coke, 3d. 
Fish, &c. (through Passenger department) Is. 8d. 
Live Stock, Is. per wagon or portion of a wagon 
Parcels Forwarded Id. each, ditto Received 2d 
At London 8s. 6d. per ton is allowed on Carted 
Goods, instead of 4s. ; " Not Carted" Is. 6d. No 
terminals are allowed on Horses, Carriages, Dogs, 
Newspapers, or Excess Luggage. 

Overcharges, Outstandings, Corrections. 
Claims and Bad Debts are included in the 
Monthly Settlements; until recently they were 
entered Quarterly. 

Overcharcharges and Outstandings are entered 
in supplementary debit and credit columns, and 
are added to or deducted from the traffic receipts 
for the current month. 

Outstandings to your Company's Credit, or 
other Companies' Dr., should be scheduled with 
your inaccuracies when not entered within a 
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reasonable time. Your Company's Overcharges 
omitted should be dealt with in the same manner. 
(See " Overcharges" further on.) 

Corrections are made according to the nature 
of the errors. If weight has been omitted it is 
entered, and terminals are allowed. If in mileage 
division, the amount is entered in the " Propor- 
tion" column, if a credit; or if a debit, in a column 
for " Loss," which is deducted from the total at 
foot. 

Loss Accounts on through traffic mostly arise 
from overcharges. They are not entered in 
supplementary columns, like station or foreign 
traffic, but are entered in the " Gross Receipts" 
column, with the remark "Loss." Clearing 
House furnish copies of Through Overcharge 
Sheets included in each month's account ; and 
these sheets should be examined, and any that 
appear to be special should be checked by the 
record of drawbacks, boatages, &c., (see "Register 
of Overcharges," further on) in order to ascertain 
whether your Manager has agreed to a division 
or not ; and if not, the items should be entered 
in your Clearing House Schedule for correction. 
If any loss is divided for which you have no 
overcharge sheets, schedule the items, asking 
Clearing House for particulars ; and when you 
receive the latter, examine them very carefully, 
as errors often occur in entering loss accounts. 

Claims are divided on loose sheets, and the Dr. 
and Cr. balances are entered at the end of the 
month's settlements, and the totals are included 
in the Summary of Debits and Credits on Traffic. 
A register is kept at the Audit Office of all 
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claims paid by the Company, and of all Through 
and other claims which the Company have agreed 
to mile, for the purpose of checking those divided 
by Clearing House. 

Claims amounting to less than the gross receipts 
for the carriage of the goods lost or damaged, are 
divided in proportion to the receipts allowed to 
each Company (viz., terminals and mileage pro- 
portion) interested in the traffic. When claims 
amount to more than the gross receipts, the 
difference between the two is divided by mile- 
age ; the amount of each Company's proportion 
being placed to their debit, together with the 
proportion of the receipts they have been credited 
with in the ordinary course. 

The Company paying a claim receive credit 
for the amount in the settlement, after deducting 
their proportion of the loss. 

The rules for dividing claims, given at page 91, 
will be of service in checking them. 

Bad debts are divided like claims on loose 
sheets, and the balances are entered at the end 
of the Settlements, and the totals are included 
in the Summary. If no dividend has been paid, 
bad debts are divided between the Companies 
interested in exactly the same manner afe the 
receipts by mileage after deducting terminals, each 
Company losing what they received (including 
terminals) out of the traffic. If a dividend has 
been paid, the amount of it is deducted from the 
carriage, and the remainder or loss is divided 
between the Companies in proportion to their 
share of the receipts. 

Any further dividends are divided in a similar 
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manner, each Company being credited with their 
proportion of the gain according to the extent of 
their loss. 

Passenger Settlements. — A smnmary of 
the debits for fares collected at all stations is fur- 
nished, which is simply a list of the totals of the 
month's returns sent to Clearing House from the 
stations, the total of which is the Company's 
debit for Passengers. There is also a return of 
amounts collected by other Companies on account 
of your Company, being your proportions of the 
fares. It shows the commencing and closing 
numbers of tickets, which must be checked, and 
also the number of tickets issued. The propor- 
tions must be checked by the Rate Book for Pas- 
senger department, in which are recorded all 
fares and rates, with the proportions due to your 
own Company and to Clearing House. 

We next come to the Passenger Traffic Balance 
Sheet, which is made up as follows : — The Dr. 
and Cr. amounts for traffic between each two 
Companies are entered separately, and the Dr, 
and Cr. balances are extended into the total 
columns, which are then cast up, and a balance is 
struck, showing the amount due by your Com- 
pany to Clearing House, or amount due to your 
Company when the credit exceeds the debit. A 
statement is also furnished, showing the amount 
of Passenger Duty paid by your Company on 
account of others, and by other Companies on 
account of yours, the duty being paid at the rate 
of five per cent, on the amount col'ected for all 
First and Second (and Third if not Parliamen- 
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tary) Class Passengers, and all classes of Excur- 
sionists (conveyed by Special Trains) booked 
from stations on one Company's line to another 
Company's line ; and, as a part of the receipts is 
paid by Clearing House to the other Companies, 
they must pay the duty on their proportion ; and 
this statement shows the duty paid by all the 
Companies who share the receipts, and is made 
up in the same manner as the Passenger Traffic 
Balance Sheet, showing the nett balance due to 
or by Clearing House. 

When inaccuracies are discovered in Passenger 
Accounts, Clearing House or the other Com- 
panies are advised of them and requested to 
correct, a printed memorandum being used for 
the purpose. The Companies are usually advised 
of omissions. 

Horse, Carriage, and Dog Traffic was dealt 
with in a similar manner to Passenger Traffic 
until recently. 

Eeturns of Mileage, of Carriages, Horse 
Boxes, &c., Wagons, and Sheets. — Check the 
distances by Distance Book ; rates, by Clearing 
House scale given in book of regulations, calcula- 
tions, additions, and balances. 

Two statements are furnished of each kind of 
Stock, one Dr. and the other Cr., and the 
difference between the totals of all Dr. and Cr. 
mileage is shown in the General Balance Sheet. 

The Clearing House supply a list of your 
wagons containing less than a ton, and sheets 
covering the same received by other Companies, 
which wagons and sheets are exempt from mile- 
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age. This list should be sent to the loadings 
stations to be checked. 

A book is kept for noting inaccuracies, which 
are dealt with in a similar manner to errors in 
Goods Settlements. 

Returns of Demurrage. — Check calcula- 
tions, additions, &c., and see that the amounts with 
which your Company are debited have been 
collected, and accounted for in the Stations' 
Balance Sheets, or that exemption is claimed under 
some of the Clearing House Rules. (See General 
Office " Demurrage.") 

The difference between the Dr. and Cr. is 
included with mileage in the General Balance 
Sheet. Inaccuracies should be cleared by corres- 
pondence, or scheduled same as errors in Goods 
accounts. 

Clearing House General Balance Sheet. 
This is made up of all Dr. and Cr. Balances on 
Goods, Live Stock, Parcels, &c. ; Passengers, 
Passenger Duty; Mileage of Wagons, Sheets, 
Carriages, &c. ; Demurrage, and Clearing House 
Expenses, (the latter are entered once a quarter.) 
The Dr. and Cr. columns being cast up, the differ- 
ence between the two will be the amount due to 
Clearing House, or vice versa, on all traffic and 
receipts. 

Traffic for Publication — Goods. — The 
weekly abstracts of Local Traffic famished by all 
stations, are checked and made to agree, altering 
those that are most likely to be wrong when 
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differences are discovered, and correcting the 
errors in the next week's statement, unless they 
are very small. 

Inaccuracies are sent to the stations, to clear 
up the errors, so that the Monthly Summaries 
may be the more correct. After the abstracts 
are checked a Summary is made of the totals of 
aU stations' traffic, the Outward and Inward 
portions of which being cast up, should agree. 

The total of Paid-ons is then deducted to show 
the Nett Receipts on Local Traffic. For the 
Foreign Traffic an average of receipts is taken. 

As I have before mentioned, the Foreign ton- 
nage is shown at the foot of the Local Abstracts,, 
which weight is worked out at the average pro-^ 
portion of the Company's receipts per ton. 

Returns are usually furnished of the weight and 
particulars of Mineral traffic (taken from the 
wagon labels) passing any junction or marshalling 
ground that may be fixed upon. The proportion 
per ton on most of this traffic may be easily 
ascertained from the Clearing House Settlements. 
The receipts on the remainder of the Foreign 
tonnage must be averaged as near as possible^ 
together with the Through traffic. 

The sum of these calculations is added to the 
Local Receipts, and the total is published as 
Receipts for Goods traffic. 

Coaching Traffic. — A book is kept (see form) 
in which are entered the daily receipts at all 
stations, with the number of Passengers, the 
particulars being taken from the daily slip (see 
Returns furnished by Passenger Department.) 
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A total is made weekly, which, with the Clearing 
House average proportion Dr. added, or Cr, 
deducted, is the amount published as Receipts for 
Coaching Traffic. 

There are spaces near the foot of the form, in 
which are inserted the corresponding week's totals 
(previous half-years) for the purpose of showing 
the increase or decrease in the receipts. 

The space for remarks is used to note the date 
and particulars of Fairs, Trips, Races, &c., which 
account for an increase in the week's receipts. 

The totals of Goods and Coaching Traffic are 
transferred to a book kept for the purpose, from 
which the Traffic Returns are made out for the 
Directors and newspapers. If you find your traffic 
has been over or under published, the difference 
in tonnage or receipts may be added to or 
deducted from a subsequent week's return, within 
the same half-year. 

Overcharges. — A Register is kept at the 
Audit office of all Overcharge Sheets sent by the 
Company to other Companies for sanction ; and 
of other Companies' sheets received or submitted* 

A portion of the book is set apart for your 
Company's overcharges, and a portion for other 
Companies' ; a third division is also necessary for 
the purpose of recording all Special Overcharges^ 
Drawbacks, Boatages, &c. 

When your overcharges are forwarded to other 
Companies for sanction, they are numbered pro- 
gressively and recorded in this book, with the date 
sent ; and if the sheets q,re not returned signed^ 
in due course, you must write for them» as they 
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fiometlmes get mislaid, and it is then necessary to 
forward copies. 

An Abstract is occasionally made of your cer- 
tified sheets, which is forwarded to the Clearing 
House accompanied by the sheets, and the date 
on which they are sent should be entered in the 
column for the purpose in the register. The 
abstracts are returned by Clearing House, with 
reference to the month's account in which the 
overcharges are entered, and it is necessary to 
compare the abstracts with the register, as a check 
tigainst omissions. (See below.) 

A rough record is kept of other Companies* 
sheets received for sanction as they are sent to 
the stations to be checked and noted, so as to 
ensure their return. When they are noted by 
the stations and signed by the Manager, they 
should be numbered progressively, and entered 
in the register, with the date returned to the 
Companies. 

The sheets may be registered at once to avoid 
the use of the rough record, and any that are not 
sanctioned may be referenced off, with a remaii 
to that effect. 

Weight Correction Sheets are also recorded 
with overcharges. These documents should not 
be sent to other Companies for sanction, when it 
would be against your Company's interest to do 
80. It sometimes happens that other Companies 
render sheets which are against their interest. 
In such cases, if your own stations have not fur- 
nished sheets, see that they do so if the entries 
3xe incorrect, and send them to the other Com- 
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panics for sanction, returning their sheets un- 
sanctioned. The reason for this course is that 
the other Companies, if they discovered the 
mistake they had made, would not send the sheet 
to Clearing House, and consequently no correction 
would be made. (See remarks to Goods Depart- 
ments on this subject.) 

The overcharges, &c., entered in the Clearing 
House Settlements should be checked by the 
Overcharge Register, and against the entries in 
the latter should be inserted the reference to 
month's settlements in which the items are 
included. Any overcharges that are included 
in the settlements and which do not appear in the 
register, should be noted in the Record of Inac- 
curacies in Clearing House Accounts before 
mentioned, and dealt with accordingly. 

Inaccuracies in Stations' Foreign Ab- 
stracts. — When inaccuracy sheets are received 
from Clearing House, a rough record (say num- 
bers of sheets and stations) is taken of them to 
insure their return, and they are then sent to the 
stations to be examined, and noted if their 
abstracts are incorrect. On the return of the 
inaccuracy sheets from the stations, all those that 
represent errors on the part Of your stations 
should be copied into the register of Clearing 
House Inaccuracies; and the entries in the Foreign 
Summaries should be altered accordingly. 

If it happens that the inaccuracies are received 
after the balance books are made up for the 
month, the corrections must be made in the next 
month's Summaries. 
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Another plan of registering inaccuracies is to 
record All that are received in the Register, and 
to copy the replies opposite each entry. 

Tourist Tickets, &c. — A register is kept of 
all Tourist, Excursion, or Special tickets, collected 
and sent to Clearing House, as a check against 
omissions. As the tickets are entered in the 
Clearing House accounts, they should be marked 
off, with reference to the month in which they are 
accounted for. All that are not entered should 
be looked after. 

Ticket Stock and Supply Book. — ^When 
tickets are supplied by the Audit Office, and not 
direct from the printers, it is customary to keep 
a book of this description. 

It shows the number of tickets obtained from 
the printers, and the quantities supplied to the 
stations at different times. A day is fixed for the 
stations to send their Ticket Requisitions. 

When the tickets are sent from the printers 
direct to the stations, it is usual for the Audit to 
register the requisitions they send to the printers, 
which will act as a check upon the supply. 

The requisitions are in all cases returned to the 
Audit, signed by the Station Masters. 

Passenger Fares. — ^When making through 
booking arrangements, it is customary for the 
issuing Company to furnish the other Companies 
with Lists of the Through Fares, which also show 
each Company's proportion. Two copies are 
usually sent in each case, one of which is returned 
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by the other Company signed ; the other, which 
is signed by the issuing Company before it is sent, 
they retain as authority for the fares and propor- 
tions. The copy returned is endorsed and sent to 
Clearing House as their authority for the propor- 
tions in the Settlements. 

When more than two Companies are interested 
a list of fares is sent to the Clearing House, who 
arrange with the Companies as to their proportions. 

Copies of all Fare Lists are gummed into a 
skeleton, after the particulars have been entered 
in the Rate Book for Passenger Department. 

As soon as the fares are arranged, the stations 
are advised of the same, and tickets are ordered. 
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A Secretary transacts the general affairs of the 
Company he represents, and the business con- 
nected with the financial department. 

He disposes of the Shares, and calls in their 
value in cash as it is required to carry out the 
plans ; and, when necessary, he negotiates loans 
on behalf of the Company, by advertising their 
wants in the newspapers, and for the amounts 
borrowed he issues debentures or certificates of 
inortgage on Railway works, which state the 
terms on which the money is lent, viz., for what 
length of time and rate of interest. 

J 
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Through the Secretary the Directors effect the 
purchase of land, property, and materials required 
for the construction of the line and works. He 
is the person authorised to issue cheques on the 
bankers in payment of accounts due by the Com- 
pany, and to receive money owing to the Com- 
?any. Also, to issue Dividend Warrants and 
/oupons, or orders for the payment of interest on 
Debentures. 

A Secretary gives notice to the Dkectors and 
Shareholders by circulais and advertisements of 
all meetings that arc to take place, briefly stating 
in the newspaper advertisements the business to 
be transacted, and giving the details in the circu- • 
lars to the Directors, so that they may be pre- 
pared to discuss the various matters, or comni^it 
upon them at the meetings. 

He attends all the meetings to give any ex- 
planations that may be required, and to take 
down the minutes, and he afterwards acts upon 
such of the resolutions as require his attention. 

Finally, he keeps all the Company's books on 
the same principle as the accounts of a merchant, 
which are made up at the end of each half-year, 
when a general balance sheet is laid before the 
Shareholders, showing the financial position of the 
Company, accompanied by a report of the 
Dh'ectors as to the progress of the works and the 
future prospects of the Company. 

In addition to the ordinary books a re^ster is 
kept of the Shareholders, and also of Shares trans- 
ferred from one party to another. A fee of about 
2s. 6d. is paid for registering Shares transferred, 
and the receipts from this source are passed into 
the General Accounts of the Company. 
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I Will now make a few remarks respecting the 
nature of the accounts, and in conclusion wiU 
give specimens of them as they appear when com- 
pleted at the haK-year end. 

Capital Account. — All items are placed to 
this account which are paid for the purchase of 
land, and the original construction of a line, 
stations, and works. Also, cost of engines, rolling 
stock, and all things necessary for the commence- 
ment of working operations. Or, the capital 
account shows all money called in for Shares, &c., 
and also the amounts expended out of the same. 

Revenue Account. — To this account arc 
placed all items paid for the working of the 
traffic, viz., wages, coals, &c., stores, stationery, 
&c., &c., the particulars of which appear in the 
statement of accounts headed '' Receipts and Ex- 
penditure or Revenue Account," showing on one 
side the gross earnings of the line from all sources ; 
and on the other side the cost of working the line. 

Next comes a statement headed "Nett Revenue 
ajpplicable to Interest and Dividend," showing the 
nett receipts, from which is deducted the amount 
of interest on loans, preference shares, debentures, 
&c., leaving the balance for dividend. It is next 
ascertained what dividend this balance will pay 
on the original stock of the Company, which is 
declared at the half-yearly meetiiig; and should 
there be a surplus, it is carried to next half-year's 
account. 

The following are specimens of the haK-yearly 
accounts given to show the nature of the entries. 
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EECEIPTS AND E^ENBITUBB 



Bx. 



EXPENDITURE. 



On account of Land and Buildings , 

„ „ ,, Lines 

,, „ „ Stations. &c , 

„ „ „ Rolling Stock 

Balance 



d. 



90,000 I 



RECEIPTS AND EXPENDITUBE 



Locomotive Department 


£ 


s. 


d. 


Traffic ditto 




Maintenance of Permanent Way 




Rents of Leased Lines and Tolls 




Rates and Taxes 




Duty on Passengers 




General Charges 




balance to Nett Revenue Account 








£ 


48,000' 






NETT REVENUE APPLICABLE 



Interest on Loans 


£ 
18,000 


s. 



d. 


„ „ Preference Shares 




„ „ Guaranteed Stock 




„ „ Debentures 




Nett Balance for Dividend 









£ 


28,000 
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ON CAPITAL ACCOUNT. 

RECEIPTS. 



13S 



iSx. 



On Account of CaUs nDon Shares 


£ 


8. d. 

1 


„ „ „ Temporarv Loans 


i 


,^ „ J, Loans on Debentures 


i 






£ 


90,000' 1 



ON REVENUE ACCOUNT. 

On Goods and Live Stock Traffic 

„ Passenger, Parcel, Horse, C. & D. ditto 

Rents 

ToUs 

Other Receipts 



48,000 



TO INTEREST AND DIVIDEND. 



Sorplns from last half-year 


£ 


s. 


i 


Nett Receints for this half - vear 




Balance of Interest on Current Account ... 




£ 


128,000 
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The value of stores and materials on Line is 
ascertained from the accounts kept at the Stores, 
and abstracts of Permanent Way materials used 
and on hand, which are generally furnished by the 
Permanent Way Inspector monthly. 

The accounts kept at the Stores are as follows : 
Stores Received or Stock Book, Stores De- 
livered to Works, Stores Delivered to Stations, 
Engine Coke Account, and Engine, Oil, &c., 
Account. 

The Stock Book is used for keeping a record. 
i)T account of all Stores received, the particulars 
being taken from the tradesmen's invoices or 
bills. 

The value of stores delivered \s entered oppo- 
site the articles as they are sent out, and the 
difference between the totals of the Stock and 
Delivery Books, with the value of Permanent 
Way materials on Line, will appear in the half- 
yearly accoimts as "Stores and Materials on 
Line.'' Stock is taken of stores at the half-year 
.<3nd, to test the correctness of the accounts. 
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